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Non JFMIP Additional
Core FFMRs FFMR Description Comment/Modification High Level Test Scenario Description

Chapter 1: General Ledger

1: Maintain Chart of Accounts

The system must be able to record financial events throughout the financial
management system applying the requirements of the USSGL at the transaction level.

1) Create or select financial actions to post to each second level category listed in the USSGL (i.e., Cash 11XX; Receivable 13XX; Advances
and Prepayments 14XX); Record; 2) Create or select transaction(s) to process the selected action(s); 3) Process the transactions; 4) Produce

01.01.02 The system must a159 ensure that (1) data m ﬁnanc.lal reports s coqsmtent with the areport; 5) Verify the report shows the details listed on the report are consistent with the USSGL; 6) Verify the transactions recorded on the
USSGL,; (2) transactions recorded are consistent with USSGL posting rules; (3) . . . . . . . . .
supporting transaction detail for USSGL accounts is readily available. report are consistent with USSGL posting rules; 7) Verify supporting details for the USSGL accounts on the report are readily available.

The system must provide the capability to incorporate proprietary, budgetary, and
memorandum (credit reform) accounts in the system, and maintain the relationships 1) Create or select financial action(s) for processing; 2) Create or select transaction(s) to process the selected action(s); 3) Process the

01.01.05 between the USSGL accounts. The proprietary and budgetary accounts must be self- transaction(s); 4) Produce a report(s); 5) Verify the report shows the transaction(s) on the report(s) posts to the USSGL Proprietary accounts
balancing (total proprietary debits = total proprietary credits and total budgetary and are self-balancing; 6) Verify the transaction(s) on the report(s) posts to the USSGL Budgetary accounts and are self-balancing.
debits = total budgetary credits)

01.01.06 I?II.:AS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding

this.

01.01.09 I?II.:AS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding

this.
1) Create or select unexpired fund action(s) (e.g., obligation) for processing; 2) Create or select transaction(s) to process the selected action(s);
3) Process the transaction(s); 4) Produce a report(s); 5) Verify the report(s) shows the system processes and posts the transactions on the
The system must provide the capability to differentiate between unexpired, expired report(s) correctly against unexpired funds.
and canceled funds, and be capable of providing edit checks to post budgetary 1) Create or select expired fund action(s) (e.g., obligation) for processing; 2) Create or select transaction(s) to process the selected action(s);
01.01.20 transactions, such as obligation and recoveries of prior-year obligations, in 3) Process the transaction(s); 4) Produce a report(s); 5) Verify the report(s) shows the system processes and posts the transaction on the

accordance with the provision of OMB Circular A-34 and USSGL posting rules
displayed in section III of the USSGL.

report(s) correctly against expired funds.

1) Create or select action(s) (e.g., obligation) that would process against a previously existing fund that has been cancelled; 2) Create or select
transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Verify the system does not process or post the transaction
on a report(s).

2: Maintain Transaction Posting Rules

The system must be designed to provide for effective and efficient interrelationships
between software, hardware, personnel, procedures, controls, and data contained

1) Provide documentation relating to the design of the system (e.g., Concept of Operations, Continuity of Operations Plan, etc.) for processing;

01.02.02 within the system. It must have the characteristics, including common data elements, 2) Verify the documentation includes effective and efficient interrelationships listed in the FFMR description; 3) Verify the documentation
common transaction processing, consistent internal controls, efficient transactions contains the characteristics listed in the FFMR.
entry.
. . Note: Scenario development for this FFMR is not feasible. To meet this FFMR requirement, use the following guidance: As the agency
The system must be able to meet the agency financial management reporting and the . . . . . . .
. establishes their performance measurements, the system must be able to provide/report sufficient and timely information for management
01.02.08 performance measures requirements.

decision making and performance measurements and also be compliant with the external reporting requirements such as OMB form and
content requirements. Generate an accountability report and/or stand-alone financial statements.
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3: Record Journal Entries

01.03.04

The system must ensure that simultaneous entries are made to budgetary accounts
and proprietary accounts to record the following budgetary and proprietary
accounting relationships:

1) Budget Authority (070701)

2) Expended Authority Unpaid (070702)

3) Expended Authority Paid (070703)

4) Reimbursements Earned but Uncollected (070704)

5) Reimbursements Earned and Collected (070705)

1) Create or select financial action(s) to record Budget Authority and the corresponding receipt of Funds from Treasury for processing; 2)
Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s) ; 4) Produce a report; 5) Verify the report shows
the system posts a DR to Proprietary account 1010 and a CR to Proprietary account 3100; 6) Verify the transaction on the report posts a DR
to Budgetary account 4119 and a CR to Budgetary account 4450.

1) Create or select financial action(s) to record Expended Authority Unpaid and corresponding Accounts Payable for processing; 2) Create or
select transaction(s) to process the selected action(s); 3) Process the transaction; 4) Produce a report; 5) Verify the report shows the system
posts a DR to Proprietary accounts 3100 and 6100 and a CR to Proprietary accounts 2110 and 5700; 6) Verify the transaction posts a DR on
the report to Budgetary accounts 4801 and a CR to Budgetary account 4901.

1) Create or select financial action(s) for Expended Authority paid for processing; 2) Create or select transaction(s) to process the selected
action(s); 3) Process the transaction; 4) Produce a report; 5) Verify the report shows the system posts a DR and CR to the appropriate
Proprietary and Budgetary accounts.

1) Create or select a Disbursing action(s) for processing; 2) Create or select transaction(s) to process the selected action(s); 3) Process the
transaction; 4) Produce a report; 5) Verify the report shows the system reduces the proper accounts on the report.

1) Create or select financial action(s) to record an Uncollected Reimbursement Earned and corresponding Accounts Receivable; 2) Create or
select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report; 5) Verify the report shows the
system posts a DR to Proprietary account 1310 and a CR to Proprietary account 5200; 6) Verify the report shows the system posts a DR on
the report to Budgetary account 4251and a CR to Budgetary account 4221; 7) Verify the report shows the transaction(s) effects the Accounts
Receivable.

1) Create or select financial action(s) to record a Reimbursement Earned and Collected and corresponding entry to record receipt of funds and
reduction in the Accounts Receivable; 2) Create or select transaction(s) to process the selected action(s); 3) Process the transaction; 4)
Produce a report; 5) Verify the report shows the system posts a DR to Proprietary account 1010 and a CR to Proprietary account 1310; 6)
Verify the report shows the system posts a DR on the report to Budgetary account 4252 and a CR to Budgetary account 4251; 7) Verify the
report shows the transaction(s) effects the Accounts Receivable.

01.03.11

The system must be able to provide for the automatic generation of recurring month-
end and year-end closing entries and automated rollover of the general ledger account
balances.

1) Create or select action(s) that will generate month-end closing entries for processing; 2) Create or select transaction(s) to process the
selected action(s); 3) Process the transaction(s); 4) Produce a month-end Trial Balance; 5) Verify the Trial Balance shows the month-end
closed properly.

1) Create or select action(s) that will generate year-end closing entries for processing; 2) Create or select transaction(s) to process the selected
action(s); 3) Process the transaction(s); 4) Produce year-end reports; 5) Verify the year-end reports shows the General Ledger closed
properly.

4: Post Transactions to Update the General Ledger

1) Create or select action(s) that will post to an Entity Asset Account for processing; 2) Create or select action(s) that will post to a Non-
Entity Asset Account for processing; 3) Verify the systems input screens will allow separate posting of Entity and Non-Entity Asset Cash; 4)

01.04.04 The system must distinguish between entity and non-entity assets. Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report (i.e., Trial Balance); 7)
Verify the report shows the system distinguishes between the Entity and Non-Entity Asset Accounts (either with a separate column or using a
code to distinguish between Entity and Non-Entity Assets.

1) Create or select action(s) to generate report(s) that includes Entity and Non-Entity Asset Cash accounts for processing; 2) Create or select
The system must distinguish between, and allow for the proper reporting of, entity transactio.n(.s) tq process the selected gction(s); 3) Pr.ocess the transaction@); 4) Produce the report(s); 5) Yerify the repor.t(s.) sh(.)ws the
01.04.05 cash, nonentity cash, and restricted cash. syst.em d1st1ngulshe§ between the Entlt.y and Non-Entity Asset Accounts (either w1th. a separate colump or using a code to distinguish between
’ ’ Entity and Non-Entity Assets; 6) Verify the report(s) show the system allows Restricted Cash to be either posted or footnoted (Note) as All
Entity Cash is restricted. Non-Entity Restricted Cash and Non-Restricted cash must be able to be distinguished separately either by code or
footnotes).
The system must recognize and record investments by DoD components in U.S.
01.04.06 Treasury securities in accordance with Statement of Federal Financial Accounting DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding

Standards (SFFAS) 1.

this.
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5: Perform Periodic General Ledger Postings

The system (Core Financial System) must electronically establish and update a

Question: Is it mandatory to
test the interface with
Treasury? Answer: It's

1) Create or select a master appropriation file (MAF) for processing; 2) Create or select action(s) to print a Centralized Trial Balance
(FACTS) file; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the file; 6)

01.05.09 %?:ﬁ;ﬁ:f;gg;g:;ﬁl (FFILC C(I;_/ISF) on the US Treasury's Federal Agencies' Centralized applicable only to DCD Verify the file shows the MAF is in the correct format for transmission to U.S. Treasury's Federal Agencies' Centralized Trial Balance System
’ (DDRS), which directly (FACTS).
interfaces with Treasury.

The system must be able to record the financial management data as soon as 1) For the end of a selected reporting period(s) (month, quarter, year), prepare closing entries and produce reports (e.g., trial balance, reports
01.05.10 applicable after the occurrence of the event, and the data must be made available to to Treasury, status of funds) to demonstrate the ability to perform closing procedures by the fifth working day (or other required date as

managers by the fifth working day following the end of the reporting period. designated) following the end of the reporting period.

Th? system must p rox{lde for the. P erpetuatlon.of closing b al.a nees at the c?nd ofa DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding
01.05.13 period as the next period's opening balances; i.e., asset, liability, and capital balances this

must be perpetuated, not reconstructed at the beginning of each fiscal year. )

The Core Financial System must use financial data that can be traced directly to the 1) Determine an account in the USSGL for processing; 2) Obtain a list of all the actions for that account and total them; 3) Create or select
01.05.14 USSGL accounts to produce reports providing financial information, whether used action(s) to generate a Financial Report which encompasses that account for processing; 4) Create or select transaction(s) to process the

internally or externally.

1: Financial Reporting

selected action(s); 5) Process the transaction(s); 6) Produce a report(s); 7) Verify the report shows the totals in the Financial Report for that
account matches the total in Step 2.

Financial reports shall result from an accounting and budgeting system that is an
integral part of its total financial management system and one that contains sufficient

DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding

02.01.10 discipline, internal controls and reliable data. In addition, interfaces with both this
logistics and acquisition systems should be provided. '
The financial reports and underlying financial system shall report on the total
operations of the. reporting o tity and shal.l comply .Wlth t.he policies and p rocedur.es DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding
02.01.11 and related requirements as implemented in DoD Financial Management Regulation this
(DoD FMR Volume 6). ’
1) Determine a non-recurring footnote(s) to input into the annual Chief Financial Officers (CFO) Statement(s) for processing; 2) Create or
Should circumstances warrant additional disclosures not specifically provided for in a select action(s) to manually input the selected footnote(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the
02.01.12 report, the DoD components are responsible for assuring that all appropriate transaction(s); 5) Produce the statement(s); 6) Verify the statement(s) show the system added the footnotes in the CFO Statement(s); 7)
o disclosures considered necessary for fair presentation of their financial position are Create or select action(s) to produce another statement simulating a period later; 8) Create or select transaction(s) to process the selected
included in the report. action(s); 9) Process the transaction(s); 10) Produce the statement; 11) Verify the statement shows the system deleted the previous
footnote.
1) Create or select financial information from the preceding year for inclusion in the current year Chief Financial Officer's (CFO) Statement
02.01.14 When required by the Office of the Secretary of Defense, the presentation of financial report(s) for processing; 2) Create or select action(s) to process the financial information into the current years report(s); 3) Create or select
o information from the preceding year shall be included in annual financial statements transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the statement(s); 6) Verify the statement(s) shows
the required preceding year information is in the current years annual CFO Statement(s).
The annual financial statements shall include consolidated comparative financial data 1) Create or select consolidated financial information from the immediate prior year to include in the current year Chief Financial Officer's
02.01.15 from the immediate prior year if the DoD Component was in operation during the (CFO) Statement report(s) for processing; 2) Create or select action(s) to process the financial information into the current years report(s); 3)

prior year. Such data shall be reported in a format consistent with the current years.

Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report(s); 6) Verify the
report(s) shows the required preceding year information is in a consistent format with current year CFO Statement(s).
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Reclassification of significant prior year amounts to achieve comparability shall be

1) Determine footnotes to explain the reclassification of the significant prior year amounts for the comparative financial statements (CFO
Statements) for processing; 2) Create or select input action(s) to manually input the footnotes into the current financial statement(s); 3)

02.01.16 explained in the footnotes. Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the financial statement(s); 6)
Verify the financial statement(s) show the reporting system includes the footnote in the current year annual comparative financial statements.
Footnotes and other explanations from prior-year statements necessary to disclose 1) Create or select potes anq or other explanatl.ons that will properly disclose prior-year data in current year CFO Stateme.nt(s) for processing;
02.01.17 information regarding the prior-year data properly shall be included in the current 2) Create or select input action(s) to manually input the notes or other explanations into the current financial statement(s); 3) Create or select
o ear statements transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the financial statement(s); 6) Verify the financial
Y statement(s) includes the prior year data.
Comparative financial statements need not be .1nc1uded o the first year that financial DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding
02.01.18 statements are prepared. Thereafter, comparative financial statements shall be this
included. '
Expenses, losses, gains, transfers out, and financing sources related to the correction |Question : What does
of an error in prior year financial statements and changes in DoD components, shall |"Changes in DoD 1) Create or select (a) a prior period error correction(s) and (b) a change(s) in reporting entities; 2) Create or select action(s) to process the
02.01.19 be reported as adjustments to previously reported results when material. On the Components" mean? correction(s) and change(s) into the current CFO Statements; 3) Create or select transaction(s) to process the selected action(s); 4) Process
o other hand, all other expenses, financing sources, losses, gains, and transfers Answer : Organizational the transaction(s); 5) Produce the financial statement(s); 6) Verify the financial statement(s) show the current CFO Statement(s) could
recognized in an accounting period, shall be reported in the operations of that period. |movement between include (a) the correction and (b) the change in the annual financial statements (CFO Statements) as a prior period adjustment.
reporting entities.
A change from one authorized accounting principle to another authorized accounting |, . 1) Create or select a material change(s) from one authorized accounting method(s) to another authorized accounting method(s) for processing;
. . \ . It is not necessary to do a . . ] .
02.01.20 principle shall be reflected in a DoD component's financial statements as an SCR, just change the 2) Create or select action(s) to reflect the change(s) into the DoD components CFO Statement(s); 3) Create or select transaction(s) to process
o adjustment to prior periods when the authorized principle was used if the changes balarice the selected action(s); 4) Process the transaction(s); 5) Produce the statement(s); 6) Verify the statement(s) show the DoD components
would result in a material affect. ) CFO Statement(s) do reflect the change(s).
The nature of a material error in prior-period financial statements shall be disclosed 1) Determine fqotnote(s) to explain the nature of a material prior-period error .for processing; 2) Create or sele.ct action(s) to input manually
02.01.21 . . L C e the footnote(s) into the current CFO Statement(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the
in the financial statements of the period in which it is discovered. . . . .
transaction(s); 5) Produce the CFO Statement(s); 6) Verify the CFO Statement(s) does include the footnote(s) in the current year.
. . This is a FACTS I . . .
02.01.24 Financial NOTES report(s) should correspond to department codes. sisa ¢ S NOTE: Pending the development of the remainder of FACTS I requirements.
Reporting Requirement.
The system should report both entity and non-entity assets (as defined in SFFAS-1, 1) Create or select an Entlt}f(s) Asset account action(s) for processing; 2) Create or select a.Non Entlty(s) Asget account gctlon(s) in custody
02.01.25 aragraph 25) in an entity's custody or under its management in the entity's financial by the Entity(s) for processing; 3) Create or select transaction(s) to process the selected action(s) into the Entity(s) financial report(s); 4)
o f tate}r;nerr)l s y ¥ g Y Process the transaction(s); 5) Produce the Entity(s) financial report(s); 6) Verify the financial report(s) do include, display, and account for
) separately, the Entity(s) and the Non-Entity(s) assets (e.g. Federal Income Tax withheld).
Cash (1ncl.ud1ng imprest funds) — as defined in SFFAS I, paragraph 27 — should DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding
02.01.26 be recognized and reported as an asset. this
1) Create or select footnote(s) that will disclose the reasons and nature of restrictions on Entity(s) cash for processing; 2) Create or select
02.01.27 Financial statements should disclose the reasons for, and the nature of, any input action(s) to manually input the footnote(s) into the Entity(s) financial report(s); 3) Create or select transaction(s) to process the selected
o restrictions on an entity's cash. action(s); 4) Process the transaction(s); 5) Produce the Entity(s) financial report(s); 6) Verify the financial report(s) do include the
footnote(s) in the financial statements.
1) Create a select footnote(s) that will account for and report investments in securities issued by the U.S. Treasury or other federal Entity(s) for
An entity (and its accounting system) should account for and report investments in processing; 2) Create a select footnote(s) that will account and report investments in securities issued by non-federal Entity(s) for processing;
02.01.38 securities issued by the US Treasury or other federal entities separately from 3) Create or select input action(s) to manual input the footnotes into an Entity(s) financial report(s) 4) Create or select transaction(s) to

investments in securities issued by nonfederal entities.

process the selected action(s); 5) Process the transaction(s); 6) Produce the Entity(s) financial report(s); 7) Verify the Entity(s) financial
report(s) accounts for investments in securities issued by the U.S. Treasury or other Federal Entity(s) separately from non-federal Entity(s).
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02.01.39

Chapter 5: Revenue (Including Financing Sources) and Accounts Receivable

An entity (and its accounting system) should disclose the market value of
investments in market-based and marketable Treasury securities. Investments should
be grouped by type of security, such as marketable or market-based Treasury
securities.

1) Create or select footnote(s) that will disclose the marketable value of an Entity(s) Treasury securities market value of investment(s) in its
accounting system for processing; 2) Create or select footnote(s) that will disclose the market-based market value of an Entity(s) Treasury
securities market value of investment in its accounting system for processing; 3) Create or select input action(s) to manually input the
footnote(s); 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce an accounting
system report(s); 7) Verify the accounting financial statement(s) could include the footnote(s).

1: Recognize Revenue (Including Financing Sources)
HIGH LEVEL TEST SCENARIO FOR 05.01.03 - 05.01.07 :
The system must recognize revenue when services are performed for the public or 1) Create or select action(s) where services are performed for the public or another government entity for processing; 2) Create or select
05.01.03 another government entity (except for specific services produced to order under a transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the
contract). system could recognize the appropriate revenue (DR 1310, 4251 CR 5200, 4221) accounts.
1) Create or select action(s) from a document(s) where revenue can be recorded for specific goods made to order under a contract in
proportion to the estimated total expenditures for providing the goods for processing; 2) Create or select transaction(s) to process the selected
When specific goods are made to order under a contract or specific services are action(s) to record the revenue; 3) Process the transaction(s); 4) Produce the financial report(s); 5) Verify the financial report(s) could
05.01.04 produceq under a c.ontract (eith.er short or long term), the system must vrecognizc.: recognize the revenue for goods. Note: Discuss the proportionate recording of revenue based on the cost of goods sold with the PMOs
’ revenue in proportion to the estimated total costs for the goods or services acquired to \prior to developing an appropriate test scenario.
fulfill the contract. 1) Create or select action(s) from a document(s) where revenue can be recorded for specific services produced under a contract for processing;
2) Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s) to record the revenue; 4) Produce the
financial report(s); 5) Verify the report(s) show the system could recognize the revenue for services.
1) Create or select action(s) where inventory of goods are to be delivered to the customer for processing; 2) Create or select transaction(s) to
When goods are kept in inventory so that they are available to customers when process the s.,elected action(s); 3) Process the transaction(s); 4) Produce the financial report(s); 5) Verify reports show the system records
05.01.05 ordered, the system must recognize revenue only when the goods are issued or revenue for inventory .of goods up0f1 delivery to the customer (DR 6500, 13 .10, 4251 CR 1520, 5200, 4221). :
released to the customer. 1) Create or select action(s) where inventory of goods have not yet been delivered to the customer for processing; 2) Create or select
transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Verify the transaction(s) could not be processed to record
the revenue and there are procedures in place that do not allow revenue to be recorded until delivery to the customer..
When services are rendered continuously over time, or the right to use an asset 1) Determine the frequency for which the revenue is going to be recorded for the services provided for processing; 2) Create or select a series
05.01.06 extends continuously over time (such as the use of borrowed money or the rental of of action(s) to be processed for services provided over a period of time to record revenue; 3) Create or select transaction(s) to process the
space in a building), the system must recognize revenue in proportion to the passage selected action(s); 4) Process the transaction(s) separately to cover the period of time; 5) Produce the financial report(s); 6) Verify the
of time or the use of the asset. report(s) show the system recognizes the revenue in proportion to the passage of time specified. (e.g., DR 1310, 4251 CR 5200, 4221).
1) Create or select action(s) where an asset other than inventory is sold and issued or released to the customer at a gain for processing; 2)
Create or select action(s) where an asset other than inventory is sold and delivered to the customer at a loss for processing; 3) Create or select
. . . . transaction(s) to process the selected action(s); 4) Process the transaction(s); 4) Produce the report(s) 5) Verify the report(s) show the
05.01.07 | henanasset other than inventory is sold, the system must recognize any gain (or system recér?is tt?e gain or loss in revenue (g.;., S)ale of PP&E: DR 1739, 1( 7)59, )1010 CR 1730, I1)75(5,)71 1) 0). Y therepon)
loss) when the asset is issued or released to the purchaser. - - - - -
1) Create or select action(s) where an asset other than inventory is sold and has not yet been delivered to the customer for processing; 2) Create
or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Verify the transaction(s) could not be processed and
a process is in place so that the system will not record a gain or loss until the asset is issued or released to the customer.
1) Create or select advance fee payment action(s) where costs are recognized as revenue only after goods and services are provided (e.g. DR
When advance fees or payments are received, such as for large-scale, long-term 1010, CR 2310) for processing; 2) Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce
projects, the system must recognize revenue only after costs are incurred from financial report(s) showing the revenue received; 5) Create or select action(s) incurring cost in providing the goods or services; 5) Create or
05.01.08 providing the goods and services (regardless of whether the fee or payment is select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a financial report showing cost incurred and
refundable). advanced revenue reduced; 8) Verify the financial report(s) shows the system recognizes the revenue and reduce advances proportionate to
goods or services provided (e.g. DR 2310, CR 5200). Discuss the proportionate recording of revenue based on the cost of goods or
services provided with the PMOs prior to developing an appropriate test scenario.
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To the extent that realization of the full amount of revenue is not probable due to
returns, allowances, price predetermination, or other reasons apart from credit losses,
the system must reduce recognized revenue by separate provisions (such as through

1) Create and select action(s) for the situations stated in the FFMR for processing; 2) Create or select transaction(s) to process the selected

05.01.09 the use of a sales return account) for amounts that can be reasonably estimated. The action(s); 3) Process the transaction(s);  4) Produce the financial report(s); 5) Verify the financial report(s) shows the system reduces
amount of such provisions must be reflected as revenue adjustments, rather than cost revenue for each of the transaction(s).
of operations, and must be separately shown.
The system must recognize revenue arising from donations. Such inflows of 1) Create or select action(s) to record revenue arising from financial (cash or securities) and/or non-financial (meeting asset capitalization
05.01.10 resources must meet the recognition criteria for assets. (Revenue must be measured criteria) donations (DR 1010, CR 5600 for Cash); (DR 1610, 1620 CR 5600 for securities); (DR 1700, 1900 CR 5610 for building and lapd)
’ at the estimated fair market value of the contribution/donation.) for processing; 2) Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce the financial
report(s); 5) Verify the financial report(s) shows the system recognizes the revenue at the estimated fair market value.
The system must recognize appropriations used as a financing source. (Until used, 1) Create or select appropriation(s) to record as a financing source in a Capital Account upon receipt of good and services (DR 6100 or 1750,
05.01.11 appropriations are not a financing source but are recognized as capital, and placed in 3100, 4801 CR 2110, 5700, 4901) for processing; 2) Create or select action(s) to record the appropriation(s); 3) Create or select
’ a capital account.) transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the financial report(s); 6) Verify financial
report(s) shows the system records the appropriation(s).
To the extent a government entity receives goods and services from another
government entity without reimbursing the other entity for all related costs, the 1) Create or select action(s) to record imputed financing source costs incurred to equal the imputed costs for goods and services received (DR
05.01.12 system must recognize an imputed financing source equal to the imputed cost. This 6730, CR 5780) from another entity for processing; 2) Create or select transaction(s) to process the selected action(s); 3) Process the
offsets any effect of imputed cost on net results of operation for the period. transaction(s); 4) Produce the financial report(s); 5) Verify the report(s) shows the system records the financing source imputed costs.
TO. th.e exte?t that a governr}rllent er%t{ty 1n}furs costs, such as p ension cqsts, that are 1) Create or select action(s) to record costs incurred and paid in total or in part by another Entity(s) (such as a pension plan) (DR 6730, CR
05.01.13 paid n total or in part by ot e entities, the system must recognize an imputed 5780) for processing; 2) Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce the
financing source equal to the imputed costs. financial report(s); 5) Verify the financial report(s) shows the system recognizes an imputed financing source costs equal to the imputed costs.
EXCHANGE REVENUE: 1) Create or select an intragovernmental loan action(s) predominantly derived from exchange revenue (e.g.,
When interest is received on money borrowed in an intragovernmental transaction, invested balances for the DoD Military Retirement Trust Fund) on interest for money borrowed to record unearned revenue for cash received or]
the system must recognize the interest as exchange revenue when the source of the due in advance (e.g., DR 1340, CR 5400) for processing; 2) Create or select transaction(s) to process the selected action(s); 3) Process the
05.01.14 borrowed funds is predominantly exchange revenue. The system must recognize the transaction(s); 4) Produce the report(s); 5) Verify the report(s) shows the system recognizes the interest as exchange revenue.
o interest as nonexchange revenue when the source of the borrowed funds is NONEXCHANGE REVENUE: 1) Create or select action(s) to record interest revenue primarily derived from non-exchange revenue as non-
predominantly nonexchange revenue or other financing source. exchange revenue (e.g., DR 1340, CR 5310) for processing; 2) Create or select transaction(s) to process the selected action(s); 3) Process
the transaction(s); 4) Produce the financial report(s); 5) Verify the financial report(s) shows the system recognizes the interest as non-
exchange revenue.
1) Create or select action(s) to record unearned revenue for cash received or due in advance (DR 1010, CR 2310) for processing; 2) Create or
select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce the financial report(s); 5) Verify the financial
report(s) shows the system recognizes the unearned revenue.
The system must recognize unearned revenue when cash is received for advance fees 1) Create or select action(s) to record unearned revenue prior to receipt of cash when an agency requests advances or progress payments
or payments. The system must also recognize unearned revenue prior to the receipt (Requests must establish claims to cash based on legal provisions) for processing; 2) Create or select transaction(s) to process the selected
05.01.15 of cash if the agency requests advances or progress payments, and such requests action(s); 3) Process the transaction(s); 4) Produce the financial report(s); 5) Verify the financial report(s) shows the system recognizes the
establish claims to cash based on legal provisions (such as payment due dates). unearned revenue.
1) Create or select action(s) to record unearned revenue prior to receipt of cash when an agency requests advances or progress payments and
no legal provisions have been established (Requests must establish claims to cash based on legal provisions) for processing; 2) Create or
select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Verify the transaction(s) could not be processed into
the system.
1) Create or select revenue where services are performed for the public or another government entity for processing; 2) Create or select
05.01.16 The system must recognize exchange revenue regardless of whether the entity retains action(s) to process transfer activity(s) to another Entity(s) financial report(s); 3) Create or select transaction(s) to process the selected

the revenue for its own use or transfers it to other entities.

action(s); 4) Process the transaction(s); 5) Produce a financial report(s); 5) Verify the financial report(s) shows the system recognizes the
exchange revenue recorded has not been effected. (e.g., DR Transfers-out and CR Assets).
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05.01.21

The system should recognize exchange revenue in determining the net cost of
operations of the reporting entity during the period..

1) Create or select a action(s) where services are performed for the public or another government entity for processing; 2) Create or select
transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a financial report(s); 5) Obtain the net cost of
operations for the period; 6) Verify the financial report(s) shows the system recognizes the total exchange revenue amount is included in
determining the net cost of operations.
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2: Establish Receivables, Maintain and Update Account Information

For all non federal agency receivables (due from the public). The system must record|
an allowance for uncollectible amounts to reduce the gross amount of receivables to
net realizable value, and estimate the allowance for uncollectible amounts in

DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding

05.02.25 accordance with SFFAS-1, paragraphs 46 - 51. The allowance for uncollectible this
amounts must be reestimated on each annual financial reporting date and when ’
information indicates that the latest estimate is no longer correct.
The system must record an interest receivable for the amount of interest income 1) Create or select a action(s) to record Interest Receivable for the Interest Income earned but not yet received. (DR 1340, CR 5310) for
05.02.26 earned but not received for an accounting period. processing; 2) Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce the financial
report(s); 5) Verify the financial report(s) shows the system recorded Interest Receivable.
Th £ t i interest t: ivable or investments that are . . . . .
© SYSTEITl MUSE TSCOBNIZE O INteTest o accoutt's fecelva . 1) Create or select action(s) to record an uncollectible Accounts Receivable (AR) or investments for processing; 2) Create or select
determined to be uncollectible unless the interest is actually collected. However, unti . . . . . .
. . . . . . transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the financial report(s); 5) Verify the financial
05.02.27 the interest payment requirement is officially waived by the government entity or the . . . - .
. . . . . report(s) show the system recognizes the uncollectible AR processed and no interest was collected; 6) Verify the financial report(s) shows the
related debt is written off, interest accrued on uncollectible accounts receivable . .
. system disclosed as a footnote, the amount of interest accrued.
should be disclosed.
1) Create or select receivable action(s) for an Entity(s) account for processing; 2) Create or select receivable action(s) for a Non-Entity(s)
s . . . t fi ing; 3 £ lect t ti t the selected action(s); 4) Process the transaction(s); 5) Produce the
The system must be able to distinguish between entity receivables and non-entity account for processing, ).C reate or select transaction(s) to process the serectec ac ion(s); 4) (. ); 3)
05.02.29 receivables financial report(s); 6) Verify the report(s) show the system includes, but displays and accounts for separately, the Entity(s) and the Non-
o ' Entity(s) receivables processed; 7) Create or select action(s) to perform a query to demonstrate accounts receivables are distinguished between
Entity(s) and Non-Entity(s) accounts; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10)
Produce the query; 11) Verify the query shows the system distinguishes the Entity(s) from the Non-Entity(s) accounts.
1) Create or select action(s) to record Interest Receivable for a Federal Entity(s) account for processing; 2) Create or select a action(s) to
record Interest Receivable from the public for processing; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
05.02.30 The system must account for interest receivable from federal entities separately from transaction(s); 5) Produce the financial report(s); 6) Verify the financial report(s) show the system recognizes and accounts separately for the
o interest receivable from the public. Interest Receivable; 7) Create or select action(s) to perform a query to demonstrate Interest Receivables are distinguished separately between
Federal Entity(s) and the public; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10)
Produce the query; 11) Verify the query shows the system distinguishes the Federal Entity(s) from the public.
1) Determine the frequency for recording the receivables; 2) Create or select action(s) to record Interest Receivable as it is earned on
investments in interest bearing securities (e.g., DR 1340, CR 5310) for processing; 3) Create or select transaction(s) to process the selected
action(s); 4) Process the transaction(s); 5) Produce the financial report(s); 6) Demonstrate how the system calculates the interest receivable
L . . . X earned; 7) Verify the financial report(s) show the system recognizes the Interest Receivable as it is earned.
The system must recognize interest receivable as it is earned on investments in - - - - - -
. . . . . 1) Determine the frequency for recording the receivables; 2) Create or select action(s) to record Interest Receivable on outstanding accounts
interest-bearing securities and also on outstanding accounts receivable and other U.S. . . . . .
. . .. . .. . receivables as it is earned (e.g., DR 1340, CR 5310) for processing; 3) Create or select transaction(s) to process the selected action(s); 4)
05.02.31 government claims against persons and entities in accordance with provisions in 31.

U.S.C. 3717, Interest and Penalty Claims.

Process the transaction(s); 5) Produce the financial report(s); 6) Demonstrate how the system calculates the interest receivable earned; 7)
Verify the financial report(s) shows the system recognizes the Interest Receivable as it is earned.

1) Determine the frequency for recording the receivables; 2) Create or select action(s) to record Interest Receivable as it is earned on other
U.S. Government claims against persons and entities(e.g., DR 1340, CR 5310) for processing; 3) Create or selected transaction(s) to process
the selected action(s); 4) Process the transaction(s); 5) Produce the financial report(s); 6) Demonstrate how the system calculates the
interest receivable earned; 7) Verify the financial report(s) shows the system recognizes the Interest Receivable as it is earned.

5: Manage Delinquent Debt
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05.05.08

To the extent that realization of the full amount of revenue is not probable due to
credit losses (caused by the failure of the debtor to pay the established or negotiated
price), the system must recognize an expense and increase the allowance for bad
debts if the bad debts can be reasonably estimated. The amount of the bad debt
expense should be separately shown.

1) Create or select a action(s) to record an Accounts Receivable for write-off (e.g., DR 6720 and CR1319) for processing; 2) Create or select
transaction(s) to process the selected action(s); 3) Process the write-off transaction(s); 4) Produce the financial report(s); 5) Verify that
financial report(s) shows the system recognized an increase in expenses under its allowance for bad debts.

6: Reporting

The system must report receivables from federal entities separately from receivable

1) Create or select action(s) to record a Receivable for a Federal Entity(s) accounts for processing; 2) Create or select action(s) to record
Interest Receivable from a Non-Federal Entity(s) account for processing; 3) Create or select transaction(s) to process the selected action(s);
4) Process the transaction(s); 5) Produce the financial report(s); 6) Verify the financial report(s) show the system recognizes and account

05.06.01 - . . . R
from nonfederal entities. separately for the Receivables; 7) Create or select action(s) to perform a query to demonstrate Receivables are distinguished separately
between Federal and Non-Federal Entity(s); 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s);
10) Verify the query shows the system distinguishes separately the Federal and Non-Federal Entity(s).
1) Create or select action(s) to record advances and prepayments made to Federal Entity(s) accounts for processing. 2) Create or select a
action(s) to record advances and prepayments made to Non-Federal Entity(s) for processing; 3) Create or select transaction(s) to process the
The system must account for, and report on, advances and prepayments made to selected action(s); 4) Process the transaction(s); 5) Produce the financial report(s); 6) Verify the financial report(s) show the system
05.06.04 federal entities separately from advance and prepayments made to nonfederal recognizes and account separately for the advances and prepayments; 7) Create or select action(s) to perform a query to demonstrate the
entities. advances and prepayments are distinguished separately between Federal and Non-Federal Entity(s); 8) Create or select transaction(s) to
process the selected action(s); 9) Process the transaction(s); 10) Produce the query; 11) Verify the query shows the system distinguishes
separately the Federal and Non-Federal Entity(s).
For an entity that provides goods or services to the public or another government
entity, the system must support disclosure in its financial statements of any 1) Create or select footnote(s) that will disclose the differences in pricing policy for goods or services from full cost or market pricing guideline:
05.06.05 differences in the pricing policy from full cost or market pricing guidelines in in exchange transactions with the public for processing; 2) Create or select input action(s) to manually input the footnote(s); 3) Create or
o exchange transactions with the public, as set forth in OMB Circular A-25 or in select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the financial report(s); 6) Verify the financial
subsequent amendments in circulars that sets forth pricing guidance. report(s) shows the system recognizes the footnote(s).
F tity that i d. ices to the public or another government S . . .
or an entity tatp rovides goo 5 OF services to the pub g 1) Create or select footnote(s) that will disclose prices that are set by law or executive order and are not based on full or market price for goods
entity, the system must support disclosure in its financial statements those exchange . . . . . . . .
. . . . . . or services transactions with the public for processing; 2) Create or select input action(s) to manually input the footnote(s); 3) Create or
05.06.06 transactions with the public in which prices are set by law or executive order and are . . . . . .
. select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the financial report(s); 6) Verify the financial
not based on full or market price. .
report(s) shows the system recognizes the footnote(s).
For an entity that provides goods or services to the public or another government
entity, the system must support disclosure in its financial statements the nature of 1) Create or select footnote(s) that will disclose intergovernmental exchange action(s) at a price less than the full cost or not charged a price at
those intragovernmental exchange transactions in which the entity provides goods or all for goods or services transactions with the public or other government entity(s) for processing; 2) Create or select input action(s) to
05.06.07 services at a price less than the full cost or does not charge a price at all. Disclosures manually input the footnote(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce
must include an explanation of the amount and the reason for the disparity between the financial report(s); 6) Verify the financial report(s) shows the system recognizes the footnote(s) and includes an explanation of the amount
the billing (if any) and full cost. and the reason for the disparity between the billing and full cost (if any).
ity that i ices to th i thi t o . .
For. an entity that p rov1d§s goods. ot services o the public or another governmen 1) Create or select footnote(s) that will disclose the full amount of the expected loss when (a) specific goods are made to order or (b) specified
entity, the system must disclose in its financial statements the full amount of the . . . . .
expected loss when specific goods are made to order under a contract, or specific services are produced to order under a contract and a loss on the contract is probable and measurable for goods or services transactions with
05.06.08 P P & ’ the public or other government entity(s) for processing; 2) Create or select input action(s) to manually input the footnote(s); 3) Create or

services are produced to order under a contract, and a loss on the contract is probable
and measurable.

select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the financial report(s); 6) Verify the financial
report(s) shows the system recognizes the footnote(s).

Page 9 of 71




Chapter 6: Managerial Cost Accounting

DRAFT 9/26/02

Although many of the cost management requirements apply to systems other than managerial cost accounting system, those requirements are captured in this chapter (e.g., the accumulation of PP&E cost).

1: System Administration

The cost accounting system must support the information classification structure

1) Create or select the system's Managerial Cost Accounting (MCA) tables for processing; 2) Create or select action(s) to produce the tables;
3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the

06.01.01 described in FFMSR-8, Chapter 11, and use the data classification structure described . . . . . . . .
’ P ’ report/query shows the system tables contains the required data elements for financial information and operations information, as stated in
there.
FFMSR-8, Chapter 11.
. . . o . 1) Review the Accounting Systems Architectural Diagram; 2) Select the Cost Accounting Systems (COS) module for interface with the
The cost accounting system must be integrated with the entity's overall accounting . . . . .
. . . . accounting system for processing; 3) Create or select action(s) to Interface the COS with the accounting system; 4) Create or select
system including accessing the appropriate tables or data structures that define codes . . . .
06.01.02 in other systems rather than maintaining its own duplicate set of tables or data transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows
4 & p the COS can access the appropriate tables or data structures that define codes; 8) Verify the data/table structures are centralized in one
structures. .
location (system/module) ONLY.
1) Create or select a report(s) listing all the authorized users who can modify the cost accounting data elements for processing; 2) Select an
authorized user to modify a data element; 3) Create or select action(s) to modify the data element; 4) Create or select transaction(s) to process
The cost accounting system must allow authorized users to change data classification the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system accepted the
06.01.04 elements. The system should use the data classification elements for editing and modifications.
reporting purposes. 1) Create or select an unauthorized user to attempt modification of a cost accounting data element for processing; 2) Create or select action(s)
to have the authorized user attempt to modify a data element; 3) Create or select transaction(s) to process the selected action(s); 4) Process
the transaction(s); 5) Verify the system rejects the attempted modification.
The cost accounting system must maintain rules for assigning costs to cost objects. - . .
&8y . gang . ) 1) Create or select the system's rules for assigning costs to cost objects; 2) Create or select action(s) to produce the rules; 3) Create or select
These rules must specify cost assignment method(s) used (direct tracing, cause-and- . . . .
06.01.06 . . . . . . transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
effect, allocation, etc) for an object and identify how the method(s) is applied. . . . . . .
produced the rules; 7) Verify the rules specify the cost assignment methods (direct tracing, cause-and-effect, allocation, etc) used.
1) Create or select the System's Life Cycle Management documents for processing; 2) Create or select action(s) to produce the document(s);
The cost accounting system must satisfy the "minimum criteria", including 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the document(s); 6) Review
06.01.12 responsibility segments; full costing; costing methodology; performance the documents; 7) Verify the document(s) contain information to satisfy the criteria listed in the FFMR. NOTE: (1) Responsibility

measurement; reporting frequency; standard general ledger; precision of information;
special situations; and documentation.

segments, SGL, costing methodology, full costing and performance measurement requirements are covered by other FFMR's in the
chapter; (2) "Documentation" requirement is not testable in the system (obtain and review the manuals/procedures); (3) Test cases for
the remaining three criteria need to be developed under this scenario.

2: Data Capture

The cost accounting system must capture, or share with other systems, all data
needed to determine the costs of outputs and the total net cost of the entity's

1) Create or select ALL the required data action(s) used to compute the cost of outputs (to include the units produced) and the total net cost of
an Entity(s) operations (to include disclosures of the components of net cost) for processing; 2) Create or select action(s) to process the data
via direct input; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query;
6) Verify the report/query shows the system captures the data correctly.

06.02.02 operations, and must include appropriate disclosures of the components of net cost. - - - -
The data capture must also include information on units produced. 1) Crez.lte or select ALL the. requlreq data action(s) used to compute the cost of outputs (tf) include the units producet.i) and the total net cost of
an Entity(s) operations (to include disclosures of the components of net cost) for processing; 2) Create or select action(s) to process the data
via system interfaces; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
report/query; 6) Verify report/query shows the system captures the data correctly.
1) Create or select summary information data on all costs and units for cost actions; 2) Create or select action(s) to capture the data from the
The cost accounting system must be capable of capturing summary information on Core Financial System; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
0K O 02 all costs and units from the Core Financial System, as well as any other systems of report/query; 6) Verify the report/query shows the Core Financial System captured the data correctly.
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1) Create or select summary information data on all costs and units for cost actions; 2) Create or select action(s) to capture the data from the
system of original entry; 3) Create or select transaction(s) to process the selected action(s) 4) Process the transaction(s) 5) Produce a
report/query; 6) Verify the report/query shows the system of original entry captured the data correctly.

Combined High-level Scenario for both 06.02.04 and 06.02.05

The cost accounting system must allow for direct input of cost information by
authorized users, with an appropriate audit trail, in order to capture costs that are not

1) Create or select cost information to directly input into the system for processing; 2) Create or select a list of authorized users; 3) Create or
select action(s) to directly input several elements of cost information by an authorized user; 4) Create or select transaction(s) to process the
selected action(s); 5) Process the transaction(s); 6) Produce an audit trail listing all cost data elements captured; 7) Produce a report/query;

06.02.04 . 8) Verify the report/query shows the system accepted the direct input elements of cost information.
entered into any other system. - - - - - - -
1) Create or select cost information to directly input into the system; 2) Create or select an unauthorized user; 3) Create or select action(s) to
directly input several elements of cost information by the unauthorized user; 4) Create or select transaction(s) to process the selected action(s);
5) Process the transaction(s); 6) Verify the system will not accept the direct input.
1) Create or select the system's function that summarizes direct input cost data elements for processing; 2) Create or select action(s) to
For costs entered directly into the cost accounting system, it must summarize and process/run the cost data elements; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
06.02.05 send them to the Core Financial System for reporting to the general ledger. Produce a report/query; 6) Verify the report/query show the system accurately summarized the information; 7) Create or select action(s) to
produce the system's output file; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10)
Produce the file; 11) Verify the file shows the Core Financial System contains accurate information.
. . . . 1 t lect direct cost acti iated with tput f¢ ing; 2) Create or select transaction(s) to process the selected
06.02.10 The cost accounting system must include all direct costs that can be specifically a?:ticorrfgls)e' 0;)8eszcesl;i(l:lect(;:n::clt(i)(r)lr(liZ)e'lSZ(;c?rf)dl,:zle a ?Z (:)L;t?uuero r p;‘))c:/s;l;g th)e ré efl)rtt:/ uery shows the s sEezn C(I))uld capture all the direct
o identified with an output, such as those defined in SFFAS-4, paragraph 90. costs ’ ? porvquery; Y porvquery 4 P
The cost accounting system must include all indirect costs that are jointly or 1) Create or select all types and levels of indirect cost action(s) for processing associated with an output for processing; 2) Create or select
06.02.11 commonly used to produce two or more types of outputs but are not specifically transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows
identifiable with any of the outputs, such as those defined in SFFAS-4, paragraph 91. the system captures all the indirect costs.
High level Test Scenario.
. . . Multiple test cases to . . , . .
The cost accounting system must include the cost elements presented in SFFAS-4, 1) Create, select, or identify the system's cost elements stated in the SFFAS 4, para 93-104; 2) Create or select cost elements for processing;
generate number of reports . . .
06.02.12 paragraphs 93 through 104. : . . 3) Create or select action(s) to process the cost elements; 4) Create or select transaction(s) to process the selected action(s); 5) Process the
illustrating all the applicable . . . .
. . transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system identifies and tabulates the cost elements.
transactions against the
applicable cost elements.
The cost accounting system must incorporate the cost of goods and services received . . . . . . . . .
from other entities (inter-entity costs) in calculating the entity's full cost of goods and 1) Create or select inter-entity and entity costs associated with a good or service received for processing; 2) Create or select action(s) to
06.02.13 services y & Y & calculate the entity's full cost of goods and services; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
’ transaction(s); 5) Produce a report/query; 6) Verify the report/query captures the full cost for both inter-entity and entity costs.
1) Create or select action(s) for processing full costs associated with goods or services provided when full reimbursement is received; 2)
The "providing" entity's cost accounting system should record/recognize the full cost Create or select transaction(s) to process the selected action(s); 3) Process the transactions; 4) Produce a report/query; 5) Verify the
06.02.14 of goods and services provided to other entities regardless of whether full report/query shows the system captures the full cost.

o reimbursement is received. 1) Create or select action(s) for processing full costs associated with good or services provided when full reimbursement is not received; 2)
Create or select transaction(s) to process the selected action(s); 3) Process the transactions; 4) Produce a report/query; 5) Verify the
report/query shows the system captures the full costs.

1) Create or select action(s) to process full costs associated with a good or service received as an expense asset; 2) Create or select
.. . . . transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows
The "receiving" entity's cost accounting system should record/recognize the full cost (s)top ) 3) ) 4) porvquery; ) Y poriquery
. . ., the system captures the full cost as an asset.
06.02.15 of goods and services received from other entities as an expense or an asset.

1) Create or select action(s) to process full costs associated with a good or service received as an expense ; 2) Create or select transaction(s) to
process the selected transaction(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system
captures the full cost as an expense.
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For non-reimbursed or partially reimbursed goods and services for which the

1) Create or select a non-reimbursed good or service action(s) for processing where the providing entity does not provide cost information; 2)
Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the
report/query shows the system records the estimated cost.

06.02.16 providing entity does not provide complete cost information, the "receiving" entity - - - ; - - - - - -
. 1) Create or select partially reimbursed goods or services action(s) for processing where the providing entity does not provide cost information;
should make and record a reasonable estimate of the costs. . . . .
2) Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the
report/query shows the system records an estimated cost.
F terial ts, the "receiving" entity should i fi i . . . . . . . .
Of ma’eria’ amounss, te "receiving: enuty Shoulc recognize as a tnancing source 1) Create or select non or partially reimbursed goods or services action(s) for processing; 2) Determine the full costs associated with the good
the difference between the full cost of goods and services it receives from another . . . .
06.02.17 . . . . or service; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
entity and the reimbursement it made for those goods and services. . . . .
Verify the report/query shows the system records the difference between the amount of reimbursement and full cost as a financing source.
1) Obtain and review the agency-defined guidelines for each criteria (e.g., materiality) in SFFAS-4, 112; 2) Create or select several inter-entity|
06.02.18 The "providing" and "receiving" entities cost accounting systems shall recognize actions covering each of the criteria for processing; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
o individual inter-entity cost in accordance with SFFAS-4, 112 transactions; 5) Produce a report/query; 6) Verify the report/query shows the system applies those guidelines to individual inter-entity
transactions.
. 1 i lect ibilit t acti fi ing showi t inf tion by t f ; 2 t lect
The cost accounting system should accumulate costs for responsibility scgment(s) by ) Crea e or selec responsibility segment ac ion(s) for processing s owing cost information by type of resource; .) Create or selec
06.02.19 , . s transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows
type of resource (employees' labor, materials, utilities, etc.). .
the system recognizes the segments by type of resource.
. . . 1) Determine inf ti th th t ti dget. t fi ing; 2 t lect acti t
The cost accounting system must draw information from the same common data ) Determine information us.ed by bq e cost accounting and bu getary systems for processing; ). Create or select action(s) to pr.oduce a
06.02.20 . . . report/query of the selected information; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
source as the financial accounting and budgetary accounting systems. . . N
Produce a report/query; 6) Verify the report/query shows the information is the same for both systems.
1) Create or select action(s) for processing to generate a report/query showing funded costs by appropriations and the corresponding funding
. . document number, description, and expiration date; 2) Create or select action(s) for processing to generate a report/query showing unfunded
1 high level test scenario L . . . . ]
with two fest cases fo costs by appropriations; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the
06.02.22 The cost accounting system must distinguish between funded and unfunded cost (in encrate two tvpes of report/query; 6) Verify the report/query shows the system distinguishes between funded and unfunded costs.
o order to implement cost based budgets). rgeports (fun. dezr;n d 1) Create or select action(s) for processing to generate a report/query showing unfunded costs (i.e., Civilian Retirement costs not funded by the
unfunded). employee, the DoD, or another organization); 2) Create or select action(s) for processing to generate a report/query showing funded costs; 3)
Create or select transaction(s) to process the selected action(s); 4) Process the selected action(s); 5) Produce the report/query; 6) Verify the
report/query shows the system distinguishes between funded and unfunded costs.
. . . 1 i lect acti fi ing t t It identifyi 11 1 ts; 2 i lect t ti t
The cost accounting system must include unallowable costs (costs for which the ) Create or select ac 10p(s) or processing to generate a repo /query identifying unallowable cos S5 ) Create or select transaction(s) to
06.02.23 process the selected action(s); 3) Process the transaction(s); 4) Produce the report/query; 5) Validate the report/query shows the system

entity cannot legally be reimbursed by a customer) as a cost of operations.

includes the cost of operations.
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The cost accounting system may use standard costs for estimating, accumulating,

The four criteria that must
be met for this FFMR are:
1) Both standard and
actual costs are entered into
the books of accounts; 2)
Standard costs are
compared to actual costs at
the end of each accounting
period and a variance
calculated: 3) Standard

1) Create or select direct material and direct labor for processing as standard costs; 2) Create or select action(s) to process the cost estimate
on direct materiel and labor; 3) Create or select action(s) to process the cost accumulation on direct material and labor; 4) Create or select

06.02.24 and reporting the costs of direct material and direct labor only when the four criteria |costs and related variances |transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows
in "DoDFMR," Volume 04, Chapter 19, 190207A (See comments) are met. are appropriately accounted |the results are in compliance with the "DoDFMR," Volume 04, Chapter 19, 190207A 1, 2, 3, and 4 criteria for standard costs; 6) Report the
for at the level of the cost of the direct material and direct labor.
production unit; 4)
Practices with respect to the
setting and revising of
standards, use of standard
costs, and disposition of
variances are stated in
writing and are consistently
followed.
. . . .. . 1) Create or select general and administrative expenses to process actions(s) for allocation to final cost outputs; 2) Create or select
The cost accounting system shall group business unit general and administrative . . . ;
06.02.25 . - transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the
expenses in a separate indirect cost pool to be allocated to final cost outputs. . o
system categorizes the expenses as a separate indirect cost pool.
For allocating general and administrative expenses, items produced or worked on for 1) Create or select action(s) for processing general and administrative expense items produced or worked on for stock or produce inventory; 2)
06.02.26 stock or product inventory must be accounted for as final cost objectives as stipulated Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the
in "DoDFMR," Volume 04, Chapter 19, 190210G. report/query shows the system accounts for those items as final cost objectives as stated in the FFMR.
. L. .- . idi 's i i i t .g., direct 1 indirect terial
The job order cost system must maintain or update all subsidiary accounts necessary | This FEMR needs to be 1) Create or select all the subsidiary ledger 'flccounts needed for management's 1nfo.rmat10n requirements (e.g., direct labor, indirect material)
. o . . . . . . . for processing; 2) Create or select transaction(s) to generate a report/query of the job order cost system account balances; 3) Create or select
06.02.27 to satisfy the management's information requirements. The job order cost system tested in conjunction with . . . .
.o . transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6) Verify the report/query shows
must be subsidiary to the general accounting system. 06.03.20. . . .
the balances against the matching control accounts in the general ledger.
. . . . i j i i ti It ts) fc ing; 2 1 lect
The job order cost accounting system must use job order numbers assigned by the 1) VCreate or select a list of job order. n.umbers.(ass1gned by the apprf)prlate accounting departments) for processing; 2) Crea.e or selec
06.02.28 appropriate cost accounting department for cach defined cost output (objective) action(s) to produce a report/query listing the job order numbers assigned to several cost outputs; 3) Create or select transaction(s) to process
o Pprop & ep P ) ’ the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6) Verify the report/query shows the system produce the
lists; 7) Verify the job order numbers match for the same cost output.
The job order cost system must accumulate unfunded costs (such as military labor, 1) Create or select various types of unfunded costs action(s) for processing (use the same category for at least two transactions); 2) Create or
unfunded civilian labor, unfunded material, etc.) in accordance with "DoDFMR," select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query
06.02.31 . 0 .
Volume 04, Chapter 20, 200311. shows the system processed unfunded costs and accumulated unfunded costs for same category cost information in accordance with the
FFMR.
. . . i i i i ti ts 1 ing; 2 1 lect
The job order cost system must account for all production costs (for example direct 1) Creat.e or select action(s) for processing product/end items that will gccount for all production costs for processing; ) Create or selec
06.02.32 . . . . . . transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows
labor, direct material, and overhead) associated with producing a product/end item. . . . .
the system accounts for all production costs (direct labor, direct material, and overhead, etc.).
. L o . i i idiary 1 t: fi t'
The process cost accounting must maintain or update all subsidiary accounts This FFMR needs to be }) Creat.e or sele.ct action(s) to pr.oduce the C.OSt, accountlnf.,y system balanc.e for all the subsidiary edger accounts needed for management's
. . . . . . . . information requirements (e.g., direct labor, indirect material) for processing; 2) Create or select action(s) to process the selected action(s); 3)
06.02.33 necessary to satisfy the management information requirements. The process cost tested in conjunction with

accounting system must be subsidiary to the general accounting system.

06.05.14.

Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the accounts balances match against the control
accounts in the general ledger.
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1) Obtain a listing of all the cost centers and the products produced at each cost center; 2) Create or select action(s) to produce listings of the
The process cost accounting system must clearly identify the cost centers and cost centers; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the listings; 6)
06.02.34 products to be produced. Create or select action(s) to produce listings of the products produced at each of the cost centers; 7) Create or select transaction(s) to process
the selected action(s); 8) Process the transaction(s); 9) Produce the listings; 10) Verify the system produce the accurate information by
matching the listings obtained with the listings produce in the system.
. - 1) Create or select action(s) to process product end/item standard cost(s) and actual cost(s) of the product end/items in the cost accounting
The process cost accounting system must utilize standard costs, accumulate actual . . .
. . . . . system; 2) Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5)
06.02.35 costs, and identify variances between the two to allow for a managerial analysis of . . . .
. . Verify the report/query shows the system lists the standard cost, the actual cost and the variance between the two; 6) Determine how a
efficiency and effectiveness. . h . . .
managerial analysis of the efficiency and effectiveness is performed.
3: Cost Assignment
The cost accounting system must support one or more of the costing methodologies
06.03.02 (such as activity-based costing, job order costing, process costing, and standard 1) Create or select one or more of the costing methodology to be used by the system; 2) Verify it is in accordance with the principles in SFFAS
o costing) that comply with the principles in SFFAS-4. 4.
1) Create or select cost assignments to be summarized for processing; 2) Create or select action(s) to produce a file/report/query of the
. . . . summarized cost assignments; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce
The cost accounting system must send the summarized impact of cost assignments to . . . .
06.03.03 the Core Financial Svstem for posting o the eeneral ledger and for external reportin the file/report/query; 6) Verify the file/report/query shows the system produced the summarized data; 7) Create or select action(s) to transmit
Y p & & g p & the file/report/query to the Core Financial System; 8) Create or select transaction(s) to process the selected action(s); 9) Process the
transaction(s); 10) Verify Core Financial System received the file/report/query.
Th t ti t t i ti t ts to th . . . . S . . .
© COS’ aCCOUNUNE SYSTeIn must assigh SUPPOTLNE SCEmEN's Costs to the 1) Create or select action(s) for processing goods and services received for more than one responsibility segment (intra-entity cost assignment);
responsibility segments that received the goods and services (referred to as intra- . . . .
06.03.04 entity cost assignments) 2) Create or select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the
Y £ ’ report/query shows the system assigns the cost assignment segments to the correct responsibility segments.
The cost accounting system must assign the following costs to a responsibilit . . . L . . o
\ £ 8Y \ g owing P Y 1) Create or select action(s) for processing to direct and indirect costs; 2) Create or select action(s) for processing to other responsibility
segment's outputs: (1) the segment's direct and indirect costs, (2) other , . . . . . . .
I \ . ) . segments'; 3) Create or select action(s) for processing to inter-entity costs for goods and services received; 4) Create or select transaction(s)
06.03.05 responsibility segments' costs assigned to the segment, and (3) inter-entity costs for . . .
. . to process the selected action(s); 5) Process the transactions; 6) Produce a report/query; 7) Verify the report/query shows the system
goods and services received. . . e
assigns the cost assignments to the responsibility segments.
. . . 1 t lect acti f i ts that irectly traced t tivity/output; 2 t lect ti t
The cost accounting system must assign costs that can be directly traced to an ) Create or se ectac ion(s) for processing costs that can be directly traced to an activi y/output; ) Create or select transac 10n(s) 0 process
06.03.06 . .. the selected action(s); 3) Process the transactions; 4) Produce a report/query; 5) Verify the report/query shows the system assigns costs
activity/output to that activity/output . .
directly to the activity/output.
High level combined scenario for 06.03.07 and 06.03.08
The cost accounting system must assign indirect common costs to outputs or
06.03.07 activities that share resources. . L . .
1) Create or select action(s) for processing indirect common cost(s) that can be assigned to several activities/outputs; 2) Create or select
- — transaction(s) for processing the selected action(s); 3) Process the transactions; 4) Produce a report/query; 5) Verify the report/query shows
The cost accounting system must assign indirect common costs to outputs or . P : -
o e . . the system assigns the costs to the activities/outputs on a cause-and-effect basis or through reasonable allocation.
06.03.08 activities on a cause-and-effect basis, if feasible, or through reasonable allocation.
. 1 1 lect It f ts 1o ing; 2 1 lect acti t ign th t it to th tput/activit
The cost accounting system must allocate cach type of cost only once, and on only ) Create or select several types o costs for processing; ) Create or select ac ion(s) to assign the same cost item to the outpu /ac ivity more
. .. L than once; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Verify the system rejects such
06.03.09 one basis, to any output or activity (cost objective). . . . . . J
action; 5) Create or select action(s) to assign the same type of cost on more than one basis (i.e., as both direct and indirect cost); 6) Create or
select transaction(s) to process the selected action(s); 7) Verify the system rejects such action.
. . . 1) Create or select action(s) to process several costs that cross-over two accounting periods; 2) Create or select transaction(s) to process the
The cost accounting system must properly allocate costs between accounting periods. . . . .
06.03.10 selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system allocates costs in
accordance with DoD FMR Vol. 4, Chapter 19, 190206.
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High-level Combined Scenario for 06.03.11 and 06.03.12

The cost accounting system must assign the cost of compensated absences to the

06.03.11 accounting period(s) in which earned.
The cost accounting system shall allocate pro-rata, on an annual basis, the cost of
06.03.12 compensated absences to the applicable outputs/activities of the entity.

1) Create or select action(s) for processing an employee compensated absences (i.e., holiday, illness, jury duty) for the entire year; 2) Identify
the accounting period in which each absence was earned; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
transaction; 5) Produce a report/query; 6) Verify the report/query shows the cost accounting system assigns each cost to the accounting
period in which it was earned; 7) Verify the cost accounting system allocates the cost to the applicable output/activity (employee has worked
on) on a pro-rata basis.

High-level Combined Scenario for 06.03.13 and 06.03.14

The cost accounting system shall assign depreciation on tangible assets to the cost
accounting periods in accordance with criteria stipulated in "DoDFMR," Volume 04,

06.03.13 Chapter 19, 190209A.1-2. The assignment of depreciation cost will be consistent
with the methods used by the core accounting system.
The cost accounting system shall allocate depreciation costs to outputs/activities in
06.03.14 accordance with criteria stipulated in "DoDFMR," Volume 04, Chapter 19,

190209B,1-3.

1) Create or select several tangible assets from different types of cost centers (i.e., G&A, production direct, production indirect); 2) Identify the)
depreciation cost; 3) Process the depreciation cost assignment; 4) Produce a report/query showing the depreciation cost assignments; 5)

Verify the report/query shows the system assigns the cost to the appropriate accounting period as stated in DoD FMR Vol. 4, Chapter 19,
190209A; 6) Verify the system allocates the depreciation cost outputs/activities as stated in DoD FMR Vol. 4, Chapter 19, 190209B.

High-level Combined Scenario for 06.03.15 and 06.03.16

The cost accounting system must allocate business unit general and administrative

06.03.15 expenses o outputs based on their beneficial or causal relationship. 1) Create or select action(s) for processing several business unit G&A expenses; 2) Create or select transaction(s) to process the selected
The cost accounting system must allocate business unit gencral and administrative actlon(s); 3) Process the tr.ansactlon(s);. 4) Produce a report/query; 5) Verify the report/query shows the system assigns the G&A cost to the
06.03.16 expenses for the accounting period to final cost outputs by means of a cost input approprlate. agcountlng period as st.ated in DoD FMR Vol.. 4, Chapter 19, 190210C; 5) Verify the system allocates the G&A cost to
o basis representing the tofal activity of the unit. outputs/activities based on beneficial or causal relationship.
The cost accounting system must have the capability to allocate headquarters 1) Create or select action(s) for processing V.arious Headquarters costs for thﬁ? different scenarios in DoD F MR Vol. 4, Chapter 19,
06.03.17 expenses to responsibility segments/outputs in accordance with "DoDFMR," Volume 1902IQD.1&2.; 2) Create or select transaction(s) to process the select.eq :.1ct10n(s); 3) Process. the transactlon(.s); 4) Produce a report/query;
04, Chapter 19, 190210D.1 & 2. > 5) Verify the report/query shows the system allocates costs to responsibility segments/outputs in accordance with DoD FMR Vol. 4, Chapter
’ ’ 19, 190210D.1&2.
EII:CZ(;: :;IC)ZE:::lsnﬁ):};Zts,i)l:)ln?iltl)si;i?;\sﬁgtr}fe;?f ?}?;ilg}éﬁﬁoiﬁ;eiﬁ;gr?:rzu;r rtlecrtions 1) Create or select action(s) for pr.ocessing headquarters segmen.t expense(s); 2) Create or select transaction(s) to process the selected
06.03.18 and operational activities, and allocate those expenses to the benefiting or causing actlon(s?; 3) Process thevtransactlon(s); 4) .Create or select action(s) for processing operating cost segment expense(s?; 5) Create or select
segments. ’ transaction(s) for processing the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query
shows the system segregates the headquarters function expenses from the operating function expenses before it assigns the costs.
The cost accounting system must assign the cost of deferred compensation (except 1) Create or select action(s) for processing deferred compensation costs; 2) Create or select transaction(s) for processing the selected action(s);
06.03.19 annual leave, sick leave and pension costs) to the appropriate cost accounting period, 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system assigns the cost to the appropriate

as stipulated in "DoDFMR," Volume 04, Chapter 19, 190215B, C & D.

accounting period as stated in DoD FMR Vol. 4, Chapter 19, 190215B, C & D.
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The job order cost system must be able to update appropriate general ledger control

Comment #1: The typical
general ledger entries for
this scenario are as follows:
1) Record labor costs for
work in process using the
job order cost accounting
system. (DR 1581, 1721
CR 2211); 2) Record
materials issued to a job
order (DR 1581, 1721 CR
1521); 3) Record applied

1) Create or select several appropriate (i.e., work-in-process, construction-in-process, and costs of goods sold, etc.) general ledger accounts for

06.03.20 accounts, such as work in process, construction in progress, cost of goods sold, etc. overhead (DR 1581, 1721 update; 2) Create or select action(s) to update the accounts; 3) Create or select transaction(s) for processing the selected action(s); 4)
CR 6600); 4) Record Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system updates the general ledger accounts.
completion of a job order,
delivery to the customer,
and transfer to an asset or
inventory account. (DR
6500, 1521, 1766, 1730,
1740 CR 1581, 1721).
Comment #2: This FFMR
needs to be tested in
conjunction with 06.02.27.
The job order cost system must add unfunded cost financed by other organizations or 1) Create or select action(s) for processing different types of unfunded costs such as those: a) financed by other organizations or b) financed by
06.03.21 by prior appropriations to the shop rate charges and billed to non-DoD ordering prior appropriations; 2) Calculate the shop rates; 3) Create or select transaction(s) for processing the selected action(s); 4) Process the
o activities. transaction(s) for unfunded costs and the shop rate charges; 5) Produce a report/query; 6) Verify the report/query shows the system includes
the unfunded costs in the shop rates.
General and administrative expenses are to be accumulated by the system in the 1) Create or se.lect action(s) fo.r accum.ulat.ing G&A expenses; 2) Create or select t.ransaction(s) to process the selécted action(s). to process the
R . . G&A transaction(s) expenses into the indirect charges; 3) Process the selected action(s); 4) Determine the total job order cost incurred; 5)
06.03.22 activity's indirect cost accounts and equitably charged to customers by prorating the

expenses to job orders.

Determine equitable spread of the indirect cost by prorating the indirect expenses to the customer job order costs; 6) Produce a report/query;
7) Verity the report/query shows the system applied the G&A rates to each job order cost equitably to allocate the total G&A expense.
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4: Cost and Revenue Accumulation

06.04.01

The cost accounting system must send cost data to the appropriate system to
calculate exchange revenue for goods or services made to order under a contract.

See FFMR 05.01.04.

1) Create or select action(s) for accumulating cost information for goods or services made to order under a contract; 2) Create or select
transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows
the system accumulates the cost information; 6) Create or select action(s) to generate the system's output file containing the accumulated cost
to be provided to appropriate system(s); 7) Create or select transaction(s) to process the selected action(s); 8) Process the transaction(s); 9)
Produce the output file; 9) Verify the file shows the system contains the accurate information.

High-level Combined Scenario for FFMR 06.04.02 & 06.04.03

The cost accounting system must support the inventory system or other property

06.04.02 systems by accumulating costs from multiple sources for inventory and related
property that has been acquired, is being repaired, or is in production.
The cost accounting system must provide accumulated costs, including applicable
06.04.03 indirect costs, to the inventory or other property system(s) for recording as to

appropriate asset, expense or revenue type.

1) Create or select transaction(s) for processing cost information for inventory and related properties; 2) Process the transaction(s) 3) Produce
a report/query; 4) Verify the report/query shows the system accumulates the cost information; 5) Create or select transaction(s) to generate the
system's output file containing the accumulated cost to be provided to the inventory or other property systems; 6) Process the transaction(s); 7)
Produce the output file; 8) Verify the file contains accurate information including appropriate asset, expense or revenue type.

High-level Combined Scenario for 06.04.07 and 06.04.08

The cost accounting system must accumulate and maintain current period full cost

1) Create or select a general PP&E construction project with costs that cover more than one period, one of which is the current period; 2)

06.04.07 and the total cost for each construction project and item of general property, plant . . . . . . .
. . Pro) & propetty, p Create or select the cost information for the project (for all periods); 3) Process the cost information (capture, full cost calculation and
and equipment under construction. . . - .
- - — assignment); 4) Produce a report/query; 5) Verify the report/query shows the system maintains the full cost for both current period and the
For completed projects, the cost accounting system must transfer construction in s . . . s, '
. . . total cost for the project; 6) Show completion of the construction project at the end of the current period; 7) Create the system's output file
progress amounts to the appropriate asset account and pass the information to the .. .. . . .
06.04.08 . . . containing the construction-in-progress cost reclassified to an asset account, to be provided to the core financial system and property
Core Financial System and property management system(s) for asset valuation . . . . .
management system(s); 8) Verify the file contains accurate information.
purposes.
. . .. 1) Create or select one of each of the three types of PP&E (other than general PP&E); 2) Create or select the cost information (including the
The cost accounting system must capture and classify costs of acquiring, . LT . . .
. . . . . period they occurred) for each of the activities listed in the FFMR (as appropriate for each type of PP&E) for processing; 3) Create or select
constructing, improving, and reconstructing or renovating heritage assets, federal . . . . . .
06.04.09 . . . . . . action(s) to process the cost information (cost capture and assignment); 4) Create or select transaction(s) to process the selected action(s); 5)
mission (including national defense) PP&E, and stewardship land (including . h .
L . . L Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system correctly captures and classifies each cost
preparing it for use) for reporting as expenses in the period incurred. . L
as an expense, for the type of PP&E, in the period incurred.
. L 1) Create or select action(s) for processing stewardship assets; 2) Create or select transaction(s) for processing the selected action(s); 3
The cost accounting system must accumulate and maintain for 5 years costs that are )C or s cho (s) for processing s dship assets; . ) Create or selec saction(s) for processing the se ecte ° (s); 3) .
06.04.10 . . . Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system captures the cost information; 6) Provide
related to stewardship assets (for stewardship reporting purposes). L . . . .
the procedures for maintaining the cost information on an annual basis for the period of five years.
1) Create or select action(s) for processing actual shop rates from the job order cost system; 2) Select the elements used to calculate the shop
06.04.11 The job order cost system must calculate actual shop rates from the same database rates (direct and indirect labor, indirect material); 3) Select those cost elements from the shared database; 4) Create or select transaction(s) for

used to prepare general ledger control account entries.

processing the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the rate results
are from the same database used to prepare general ledger accounts entries..

High-level Combined Scenario for 06.04.19, 06.04.20 and 06.04.21.

The cost accounting system must accumulate costs in agency defined cost centers

06.04.19 that are associated with agency-defined performance measures.

06.04.20 The co§t accouqting system must accumulate numerically valued agency-defined
output information.

06.04.21 The cost accounting system must calculate the unit cost of outputs.

1) Create or select action(s) for processing agency-defined performance measures; 2) Identify the associated cost center and output; 3)
Identify the associated cost and unit information with the output; 4) Create or select transaction(s) to process the selected action(s); 5)
Process the transaction(s) (capture and assignment); 6) Produce a report/query; 7) Verify the report/query shows the system accumulates cost
information for the output in the cost center; 8) Verify the system accumulates the unit information for the output; 9) Calculate the unit cost
of the output; 9) Verify the system correctly calculates the unit cost.
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5: Cost Monitoring/Reporting

The cost accounting system must be able to provide cost data needed to produce the

1) Create or select cost information required for the Statement of Net Costs; 2) Create or select action(s) for processing the cost information
and create a system's output file containing the cost information to be provided to the core financial system including the reporting system; 3)

06.05.01 Statement of Net Costs for the agency's required financial statements. . . . .
gency’s req Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the output file; 6) Verify the
output file contains accurate information.
. . 1 the test script for FFMR 06.04.09; 2 t lect acti i tem's output fil taining the st hi rti
The cost accounting system must be able to produce the data needed for reporting on ) U?e © test serip” tor b : 2) Creja ¢ orselectac 1qn(s) op roduf:e a system’s output Hie contaming the § ewardship reporting
06.05.02 . cost information to be provided to the core financial system including the reporting system; 3) Create or select transaction(s) to process the
stewardship resources. . . . . . .
selected action(s); 4) Process the transaction(s); 5) Produce the file; 6) Verify the file contains accurate information.
This scenario is a follow-on |1) Determine the format and information needed for a unit cost report; 2) Create or select action(s) to generate a unit cost report for the
06.05.06 The cost accounting system must produce unit cost reports by output. to the scenario developed |information selected; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a unit
for 06.04.19-21 cost output report; 6) Verify the output report shows the system captured and presented the information correctly.
. . . 1) Determine the format and information needed for a project, job order, and work order reports; 2) Create or select action(s) to generate a
The cost accounting system must produce project, job order, and work order reports . . . . . .
. . o . report for the selected project and the cost information from inception to date; 3) Create or select transaction(s) to process the selected
06.05.07 showing costs for a project from its inception up to the current date. . . . . .
action(s); 4) Process the transaction(s); 5) Produce a report; 6) Verify the report shows the system captured and presented the information
correctly.
1) Determine the format and information needed for contract reports; 2) Create or select action(s) to generate a contract report for several
06.05.08 The cost accounting system must produce contract reports showing the revenues and contracts and the associated revenue and cost information; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
o costs associated with each contract. transaction(s); 5) Produce the contract report; 6) Verify the contract report shows the system captured and presented the information
correctly.
The cost accounting system must provide to the reporting system, general 1) Create or select the G&A support cost information that cannot be traced, assigned or allocated to a specific responsibility segment or an
06.05.09 management and administrative cost that can not be traced , assigned, or allocated to output; 2) Create a select action(s) to generate a system's output file containing the G&A support cost information to be provided to the core
T specific responsibility segments or outputs, for reporting in the entity's financial financial system including the reporting system; 3) Create or select transaction(s) for processing the selected action(s); 4) Process the
statement as costs not assigned to programs. transaction(s); 5) Produce the output file; 6) Verify the output file contains accurate information for costs not assigned to a specific program.
Inter-entity expenses/assets and financing sources must be eliminated for any
06.05.11 consolidated financial statements covering both receiving and providing entities. All DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding
o inter-entity costs are to be recognized based on the criteria in SFFAS-4, paragraph this.
112.
The job order cost system must be able to produce required cost reports (such as 1) Determine the format and information needed for the month-end job order cost report; 2) Create or select action(s) to produce the month-
06.05.13 month-end reports). end cost report; 3) Create or select transaction(s) for processing the selected action(s); 4) Process the transaction(s); 5) Produce the cost
report; 6) Verify the cost report shows the system can produce the required cost reports (such as month-end reports)
The typical general ledger entries for this scenario are as follows: 1) Create or select labor costs to record for work-in-process entered into
. the process cost accounting system (DR 1581, CR 2211); 2) Create or select action(s) to record materials placed into a process cost
. . This FFMR needs to be . . . . .
The process cost accounting system must update the appropriate general ledger . . . . accounting system (DR 1581, CR 1521); 3) Process the transaction(s); 4) Create or select action(s) to record relief of work-in-process of the
06.05.14 . L . tested in conjunction with . . .
control accounts, such as work in process, construction in progress (in house), etc. 06.02.33 completed products to inventory or customer (DR 6500, 1521, CR 1581). 5) Create or select transaction(s) to process the selected action(s):
R 6) Process the transaction(s); 7) Produce a cost report; 8) Verify the cost report shows the system captured and presented the information
correctly.
The process cost accounting system must produce required cost reports (such as 1) Determine the format and information needed for the month-end process cost report; 2) Create or select action(s) to produce the month-end
06.05.16 P & 8y P q P cost report; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the cost report; 6)

month-end reports).

1: Human Resource Data Collection/Maintenance and Personnel Processing

Verify the cost report shows the system can produce the required cost reports (such as month-end reports)
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07.01.03

The human resources system must provide for support capabilities to electronically
generate, approve, and process the full range of monetary and honorary awards for
employees, and be flexible enough to tailor to individual agency needs.

1) Create or select action(s) to process monetary and honorary award(s) electronically; 2) Create or select transaction(s) to process the
selected action(s); 3) Process the transaction(s) electronically; 4) Approve the transaction(s) electronically; 5) Produce a report/query; 6)
Verify the report/query shows the system correctly processes the award(s) electronically.
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The human resources system must fully document the associate personnel actions

1) Create or select sample action(s) for processing personnel actions; 2) Create or select transaction(s) for processing the selected action(s);

07.01.05 . . . . . 3) P the t ti ;4 P t ; 5) Verify th rt/ h th t tains all th tinent inf ti
7 with all regulatory required information such as legal authority and nature of actions. ) rocess the fransac ion(s); .) roduce a repor fquery; 3) Verify the report/query shows the system contains all the pertinent information
along with the nature of the action present in the system.
The human resources system must process (with both current and future effective 1) Create or select sample action(s) for processing personnel action(s) which includes both individual and mass actions and with current and
dates) the full range of individual and mass personnel actions such as appointments, future effective date(s); 2) Create or select tranaction(s) for processing the selected action(s); 3) Process the transaction(s); 4) Produce a
reinstatements, transfers, promotions, separations, retirements, terminations, report/query; 5) Verify the report/query/ shows the system correctly processed the actions.
furloughs, change to lower grades, reassignments, pay, movements, pay changes 1) Create or select action(s) for processing personnel action(s) for correction; 2) Create or select transaction(s) for processing the selected
07.01.06 (including locality and national adjustments, allowances, differentials, premium pay, action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system correctly processed the
movement between pay plans or schedules, and pay and grade retention), and details. correction action(s); 6) Produce audit trail documentation for the change(s).
There is also a need for the capability to correct or cancel theses actions and to 1) Create or select action(s) for processing personnel action(s) for cancellation; 2) Create or select transaction(s) to process the selected
provide the necessary audit trail. action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system correctly processed the
cancellation action(s); 6) Produce audit trail documentation for the cancellations.
. . . L 1 s lect le acti fi i ti t data; 2 t lect t ti fi ing the select ti ;3
The system should maintain individual retirement data, including service history and ) Create or selec sample ac ion(s) for processing retiremen d.a a; 2) Create or select transaction(s) for processing the selec ed ac ion(s); 3)
. . . Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system correctly includes service history and
07.01.09 fiscal history for each employee. Maintain separate records for military (post-1956) . . T . . . s .
o . fiscal history data for each employee; 6) Verify the system maintains separate records for military retirement deposits and civilian retirement
and civilian deposits. .
deposits.
. . . 1) Create or select action(s) for recording Human Resource personnel action(s) listed in the FFMR; 2) Create or select transaction(s) to record
The human resources system must record incumbent related information such as date . . .
. . . . . . the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system correctly
of hire, service computation date, retirement service date, severance pay date, Civil recorded the actions
Service Retirement System, Federal Employees Retirement System, Federal — - - - p
. . . e 1) Create or select action(s) for processing corrections to Human Resource personnel action(s); 2) Create or select transaction(s) to process
Employee Group Life Insurance and Thrift Saving Plan eligibility dates, Federal . . . .
07.01.10 . . o . the selected action(s); 3) Process the correction transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system
Employee Health Benefit enrollment date, step increase and prior military service . .
. . . . correctly processed the correction action(s).
information must also be recorded. There is also a need for the capability to correct - - - - -
or cancel these actions, and provide the necessary audit trail. 1) Create or select hpman resource actions for cancellation; 2) .Create or select transaction(s) to process the selected cancellz.mon a.ctlon(s), 3)
Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system processed the cancellation action(s)
correctly.
1) Create or select data from the Human Resource system for conversion and electronic transfer to the OPM and/or other Government
The human resources system must provide for automatic data conversion and recipients; 2) Create or select action(s) to convert and transfer the data to the OPM and/or other Government recipients; 3) Create or select
07.01.11 electronic transfer of required data to the OPM and other recipients of Government transaction(s) for processing the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
o wide reporting information. shows the system correctly converted the data; 7) Create or select action(s) to transmit the file; 8) Create or select transaction(s) to process
the selected action(s); 9) Process the transaction(s); 10) Produce an output file; 11) Verify the system generated an output file
transmission of the data file to the OPM and/or other Government recipients.
1) Create or select past Human Resource personnel activities for tracking; 2) Create or select action(s) to retrieve the information in a
report/query format; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the
report/query; 6) Verify the report/query shows the system correctly tracks the past actions.
The human resources system must enable managers and human resources staff to 1) Create or select current Human Resource personnel activities for tracking; 2) Create or select action(s) to retrieve the information in a
07.01.12 track past, current and pending personnel actions. report/query format; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the
report/query; 6) Verify the report/query shows the system correctly tracks the current actions.
1) Create or select pending Human Resource personnel activities for tracking; 2) Create or select action(s) to retrieve the information in a
report/query format; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the
report/query; 6) Verify the report/query shows the system correctly tracks the pending actions.
1) Create or select a Monthly Employee Report (SF 113A) for processing; 2) Create or select action(s) to produce the report; 3) Create or
select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report; 6) Verify the system correctl
The personnel system must generate a Monthly Employee Report (SF 113A) and a roduced the re (grt) P (s); 4) (); 5) P ) Y 4 Y
07.01.14  |Monthly FTE Report (SF 113G) to OPM. P PoT.

1) Create or select a Monthly FTE Report (SF 113G) for processing; 2) Create or select action(s) to produce the report; 3) Create or select
transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report; 6) Verify the system correctly
produced the report.
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The human resources system must be able to provide organizational decision support
for managers that will simplify their organization and position design decisions (e.g.,

1) Create or select Human Resource system information for processing to support management decisions (e.g., Budget and Full Time
Equivalent (FTE) management, activity based costing, work effort as related to performance measures and indicators); 2) Create or select

07.01.24 Sfl;gie;sa?g;gg t?;;erfls ?;:;ClZﬁg:ﬁliﬁﬁfgj}iﬁ;rﬁ;.tlwty based costing, work action(s) to produce a report/que.ry; 3) Create or select transaction(s) to process the sglected ac.tion(s); . 4.) Process the transaction(s); 5)
Produce the report/query; 6) Verify the report/query shows the system maintains such information and it is correct and accurate.
The human resources system should enable managers to electronically initiate the full
range of recruitment-based actions (e.g., internal and external recruitment actions, 1) Create or select action(s) for processing recruitment-based actions electronically; 2) Create or select transaction(s) to process the selected
07.01.25 reassignment actions, details) and flow these actions to the appropriate individuals action(s); 3) Process the transaction(s); 4) Produce a report/file; 5) Verify the report/file shows the system correctly processed the
and offices for approvals and processing. recruitment-based actions electronically; 6) Forward the actions to the appropriate individuals or offices for approval.
The human resources system using position based requirements should provide
expert or decision support to generate documentation needed to complete the 1) Receive a report/file request to recruit for a new or existing position; 2) Validate the status of the position; 3) Create or select action(s) to
07.01.26 recruitment process. This includes preparation of vacancy announcements which generate the vacancy announcement; 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6)
contain specific selection criteria (e.g., knowledge, skills and abilities (KSAs) and Produce the vacancy announcement; 7) Verify the vacancy announcement contains all the applicable information.
abilities, and conditions of employment).
1) Determine the external reporting requirement's) for the Human Resource system; 2) Determine how the system will generate and transmit a
The human resources system should accommodate external reporting needs including report/file (e. g hardcopy or electronic); 3) Cr.eate or select action(s) to produce the r.eport/ﬁle; 4) Create or select transaction(s) to process
. . the selected action(s); 5) Process the transaction(s); 6) Produce a report/file; 7) Verify the report/file shows the system correctly processed
07.01.28 those required by Treasury, OPM, The Department of Labor, the Federal Retirement . . .
Thrift Investment Board. and others. thevreport; 8) Create or select act19n(s) to produce and transmit an output file; .9) Create or .sel.ect transaction(s) to process the selected
? action(s); 10) Process the transaction(s); 11) Produce the output file 12) Verify the transmission of the output file to the U. S. Treasury,
OPM, Department of Labor, the Federal Retirement Thrift Savings Board and others.
The human resources system must automatically generate personnel action reminders
that will prompt management decisions on such actions as within-grade-increase, 1) Create or select action(s) that will produce personnel action reminders for items stated in the FFMR; 2) Create or select transaction(s) to
07.01.39 completion of probationary period and temporary appointments, and any similar time- process the action(s); 3) Process the transaction(s); 4) Demonstrate how on-line approval and disapproval process is performed; 5) Produce
sensitive actions. It also should enable on-line approval or disapproval of such areport/query; 6) Verify the report/query shows the system correctly produced the reminders.
recurring actions.
1)"Transfers for separating"
describes transferring from
The system must provide for both transfers for separating (inter-agency) or one federal agency to 1) Create or select personnel action(s) for the transferring or separating of an inter-agency employee(s); 2) Create or select transaction(s) to
07.01.41 transferring (intra-agency) employees with the next regular payroll. Note: another. process the action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows .the system correctly .
o 1)"Transfers for separating" describes transferring from one federal agency to 2)"Transferring" describes a |transferred the employee from one federal agency to another; 6) Verify the transfer process is complete. (e.g., validate the next pay period
another. 2)"Transferring" describes a transfer within the same federal agency. transfer within the same reflects the change(s).
federal agency or
department.
1) Create or select management requested personnel action(s) for processing; 2) Create or select transaction(s) to process the action(s); 3)
Process the transaction(s); 4) Produce the SF-50 on paper; 5) Create or select transaction(s) to produce and store the SF-50 electronically; 6)
The human resources system must p rocess management and employee .requested Process the transaction(s); 7) Produce the SF-50; 8) Verify the system produced the SF-50 on paper; 9) Verify the system electronically
personal actions by either the generation of paper SF-50 or the electronic storage of . . . o L . . .
. . . L. . stores the SF-50; 10) Create or select other ancillary personnel actions (e.g., security investigation, drug testing requirements) for processing.
07.01.42 data associated with the SF-50. Also included in this process are those actions

ancillary to employment, such as requesting security investigations, arranging
physical examination and identifying drug testing requirements, requesting and
approving SF-75 information, and the administration of the in-processing activities.

1) Create or select an employee requested personnel action(s) for processing ; 2) Create or select transaction(s) to process the action(s); 3)
Process the transaction(s); 4) Produce the SF-50 on paper; 5) Create or select transaction(s) to produce and store the SF-50 electronically; 6)
Process the transaction(s); 7) Produce the SF-50; 8) Verify the system produced the SF-50 on paper; 9) Verify the system electronically
stores the SF-50; 10) Create or select other ancillary personnel actions (e.g., security investigation, drug testing requirements) for processing.
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The human resources system must generate retention records for a Reduction in
Force (RIF) based on competitive position, tenure, and retention requirements. The

1) Obtain retention records for processing; 2) Create or select Reduction in Force action(s) for processing; 3) Create or select transaction(s)

07.01.47 human resources system should also provide the capability to process reduction in to process the RIF action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly
force actions including the determination of retention rights, issuance of notices, and processed the RIF action(s).
generation of required documentation.
1) Create or select a sample of individual performance appraisal plans of various positions for data entry; 2) Create or select action(s) to
. . process the data into the human resource system; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
The human resources system must preclude duplicate data entry by electronically . ] . . . N
07.01.48 producing position-embedded performance criteria necessary to generate individual Fransactlf)n(s), 5) Produc.e a.re.port/'ﬁle, 6) Verify the r.eport/ﬁle shows the sy.stem automatically popl.,llates the criteria with the correct .
performance appraisal plans. information ba.sed on the individual's posmon. and data is correct and accurate., 7) Create or select action(s) t.o attempt to process the data into
the system again; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Verify the system
precludes acceptance of the data; 11) Verify the system provides an error message with the reason for non-acceptance.
1) Create or select employee, management, or third party appeal or grievance action(s) for processing; 2) Create or select action(s) to process
The human resources system must provide the capability to track and record the full the grievance; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query;
07.01.52 range of employee, management or third party generated appeals and grievances. 6) Verify the report/query shows the system correctly tracks the personnel actions.
This includes events such as performance and conduct cases, Uniform Labor 1) Create or select employee, management, or third party appeal or grievance action(s) for recording; 2) Create or select transaction(s) to
Practices, and Labor contract administration. record the appeal or grievance action(s); 3) Process the transaction(s); 4) Produce a report/query 5) Verify the report/query shows the
system correctly records the personnel actions.
07.01.53 The human resources system tracking functignality must include such information as 1) Create, sel§ct, or obtain det?iled pro.cedures on the human resources tracking system; 2) Review the inforrr.lation and verify the tracking
) case nature, case date, case steps and resolution. system contains all necessary information (e.g., case nature, case date, case steps and resolution) for appeals/grievances.
1) Create or select a sample of position and employee information for data entry; 2) Create or select action(s) to process the position and
employee data into the human resource system; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
07.01.55 The human resources system must preclude duplicate data entry by automatically transaction(s); 5) Produce a report/file; 6) Verify the report/query shows the system automatically populates the correct criteria information
accessing position and employee information already residing within the system. based on the individual's position and employee information is correct and accurate; 7) Create or select action(s) to attempt to process the data
into the system again; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Verify the
system precludes acceptance of the data; 11) Verify the system provides an error message with the reason for non-acceptance.
. - . 1) Create or select classification appeal information to produce; 2) Create or select action(s) to produce the information in report/file format;
07.01.59 The hurngn resources system mL.ISt P r.OVIde the capability to produce pertinent 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6) Verify the
information in response to classification appeals. .. . D . .
report/query shows the system captured the position classification information and history correctly.
1) Create or select application(s) for processing external applicant(s) information and/or documentation to apply for a vacant position; 2)
Create or select action(s) to process the application(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the
transaction(s); 5) Produce the report/file; 6) Verify the report/file shows the system correctly processed the external application and the
07.01.60 The human resources system must provide a means for applicants and employees to information resides in the system.
apply as either external or internal candidates for vacant positions. 1) Create or select application(s) for processing internal applicant(s) information and/or documentation to apply for a vacant position; 2)
Create or select action(s) to process the application(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the
transaction(s); 5) Produce a report/file; 6) Verify the report/file shows the system correctly processed the internal application and the
information resides in the system.
The human resources system must have the capability to enable maximum employee 1) Access the self-service personnel benefits information system; 2) Determine, create or select one authorized benefit change; 3) Create or
07.01.61 access to self-service personnel benefits information and automated transaction select action(s) to process the change; 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6)
processing so that employees may manage their own benefits. Produce a report/query; 7) Verify the report/query shows the system correctly processes the change.
Benefits Administration systems coverage must include Federal Employees Health
(B)eréiﬁst;f:ofﬁfg; I:;g;i%izréi?ﬁzl Eegssogsr’ozhrll‘fitfsK;i%:ril:ifjefeEfevrin;;gd 1) Creajfe or select actif)n(s) to access the benefits system;. 2) Create or select transgction(s) to process the §elected action(s): 3) Proces§ the
07.01.62 P ’ ploy P transaction(s); 4) Review the system for all the benefits listed in the FFMR; 5) Verify the benefits system includes coverage on all the listed

Open Season Elections; Miscellaneous Changes (e.g., address, name, emergency
contact information); Alternative data and processing entry points for individuals
with disabilities in compliance with the American Disability Act.

benefits that are legally available.
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In support of work force development, the human resources system must provide the
capability to use position and personal data already residing within the system to

1) Create or select action(s) to access the human resources system; 2) Create or select transaction(s) to process the selected action(s); 3)
Process the transaction(s); 4) Create or select position action(s) for processing personal data residing within the human resources system; 5)
Create or select transaction(s) to process on-line full range work force development activities (nomination, approval, enrollment, evaluation,

07.01.63 facilitate on-line initiation of the full range of work force development activities . . . .

L . £ . P ’ and personnel record documentation); 6) Create or select transaction(s) to process the selected action(s); 7) Process the transaction(s); 7)
which include nomination, approval, enrollment, evaluation, and personnel record . el
documentation Produce a report/query; 8) Verify the report/query shows the system correctly processed the data from the work force development activities

' produced.
I rt of work fi 1 t functi the h ¥ t . . . . o
11 support of work force (?eve Opment fUncrons, te AuMman resources system mus 1) Create or select action(s) for recording essential data relative to the cost and source of developmental activities; 2) Create or select
record essential data relative to the cost and source of developmental activities and . . .
07.01.64 . . . transaction(s) to record the data; 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system
enable analysis of such activities to determine future budget needs and return on . .. .
investment correctly recorded the data; 6) Demonstrate the analysis procedures for determining the future budget needs and returns on investments.
1) Create or select an employee(s) Career Development Program plan for processing; 2) Determine the data required to deliver the program;
3) Create or select action(s) to access the Human Resource System; 4) Create or select transaction(s) to process the selected action(s); 5)
In support of employee development programs, the human resources system must . . .
. . . Process the transaction(s); 6) Create or select action(s) to process the Career Development Program plan; 6) Create or select transaction(s) to
support the planning, development, delivery of training and career development . . .
07.01.65 . .. process the selected action(s); 7) Process the transaction(s); 8) Produce a report; 9) Verify the report shows the system correctly processed
programs to meet agency and employee needs, and track completion of training by . Sy
emplovees the plan and it resides in the system..
ployees. 1) Create or select an employee(s) with a career development plan in place within the Human Resources system; 2) Demonstrate procedures
for tracking the employees progress until completion of the training and career development program.
1) Create or select training fund data that is required to process financial projection in the training budget; 2) Create or select action(s) to
process the financial projections; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
In support of developing training budgets, the human resources system should Produce a report/query; 6) Verify the report/query shows the system correctly projects the financial data.
07.01.66 support the preparation of financial projections and implementation of controls which 1) Determine the financial projection controls in place within the Human Resource training system budget; 2) Create or select transaction(s)
maximize the utilization of training funds. to access the Human Resource system; 3) Process the transaction(s); 3) Create or select action(s) for processing the selected action(s); 4)
Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the
report/query shows that system controls are in place to maximize the utilization of training funds.
To evaluate development and training activities, the human resources system must 1) Create or select action(s) to retrieve Human Resource systems course design data (i.e., course design, program content, delivery
07.01.67 support the evaluation of the effectiveness and quality of course design, program methodology and instructional value); 2) Create or select transaction(s) to process the action(s); 3) Process the transaction(s); 4) Produce a

content, delivery methodology and instructional value.

report/query; 5) Verify the report/query shows the system supports the effectiveness and quality of course design data.

2: Time and Attendance Processing

In T&A systems, approvals shall be made individually for each employee, and an

This is the first level

1) Create or select individual T&A records for approval by automatic signature for processing; 2) Retrieve each record; 3) Create or select

07.02.02 . . . . action(s) to approve T&A records with automatic signature; 4) Create or select transaction(s) to process the selected action(s); 5) Process the
approval automated signature shall be provided for each time and attendance reports. |supervisor approval. transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system allowed the approval with automatic signature.
The T&A system must collect actual hours or days worked, and other pay related 1) Create or select T&A activities for recording data collected hours worked, days. worked, and other pay related.data stated in the FFMR; 2)
07.02.03 data, ¢.g., piecework, fee basis units/ dollars, and differentials for each employee Create or select action(s) to record the collected data; 3) Create or select transaction(s) to record the selected action(s); 4) Process the
> ’ ’ ) transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly processed the T& A data.
1) Create or select T&A activities for recording data collected for work and leave hours based upon established tours of duty to include
07.02.04 The T & A system must collect work and leave hours based upon an established tour alternative work schedule/flextime hours information; 2) Create or select action(s) to record the collected data; 3) Create or select
o of duty, including alternative work schedule/flextime hours information transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
the system correctly processed the T&A data.
0 T syt st s hecolcion o b s bous s n i et il s G o el B s i ol s
07.02.06 accounting classification code structure defined in the JFMIP Core Requirements i ’

document.

transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
the system correctly processed the T&A data.
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1) Create or select T&A activities to record collection of data on a daily pay period basis; 2) Create or select action(s) to record the collected
data; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify
the report/query shows the system correctly recorded the data on a daily pay period basis.

1) Create or select T&A activities to record collection of data on a weekly pay period basis; 2) Create or select action(s) to record the collected
data; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify
the report/query shows the system correctly recorded the data on a weekly pay period basis.

The T&A system must provide capabilities for the collection of time and attendance 1) Create or select T&A activities to record collection of data on a biweekly pay period basis; 2) Create or select action(s) to record the
07.02.07 data on a pay period basis, e.g., daily, weekly, biweekly, semi-monthly, and/or collected data; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query;
monthly basis. 6) Verify the report/query shows the system correctly recorded the data on a biweekly pay period basis.

1) Create or select T&A activities to record collection of data on a semi-monthly pay period basis; 2) Create or select action(s) to record the
collected data; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query;
6) Verify the report/query shows the system correctly recorded the data on a semi-monthly pay period basis.

1) Create or select T&A activities to record collection of data on a monthly pay period basis; 2) Create or select action(s) to record the
collected data; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query;
6) Verify the report/query shows the system correctly recorded the data on a monthly pay period basis.

1) Create or select records for processing T&A action(s) to record hours for calculation and adjustment on a weekly pay period basis; 2)
Create or select transaction(s) to process the action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query
shows the system correctly processed the adjustment of the weekly pay period hours.

1) Create or select records for processing T&A data to record hours data for calculation and adjustment on a biweekly pay period basis; 2)
Create or select action(s) to calculate and adjust the record; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly processed the adjustment of the biweekly
pay period hours.

1) Create or select records for processing T&A data to record hours data for calculation and adjustment on a pay period basis; 2) Create or
select action(s) to calculate and adjust the record; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly processed the adjustment of the pay period
hours.

The system must calculate and adjust weekly, biweekly, or pay period hours based

07.02.08 on FLSA, Title 5, and other statutory and regulatory requirements.

1) Create or select various T&A activities for input directly into the T&A system; 2) Create or select action(s) to directly input the T&A data
3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
report/query shows the system correctly processed the data

The T&A system must accept time and attendance data through various processing

07.02.09 . .
7 modes e.g., automated time entry or internet.

1) Create or select various T&A activities for processing; 2) Create or select action(s) to access the internet; 3) Create or select transaction(s)
to process the selected action(s); 4) Process the transaction(s); 5) Create or select input action(s) to input T&A data into the system through
the internet; 6) Create or select transaction(s) to process the selected action(s); 7) Process the transaction(s); 8) Produce a report/query; 9)

Verify the report/query shows the system correctly processed the data.

1) Create or select T&A action(s) for correction of current pay period data; 2) Create or select transaction(s) to process the selected action(s);
3) Process the transaction(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system
The T&A system must support the correction of current- and prior-pay period time correctly processed the correction.

07.02.10 and attendance records.

1) Create or select T&A action(s) for correction of prior pay period data; 2) Create or select transaction(s) to process the selected action(s);
3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system correctly processed the correction.

1) Create or select T&A action(s) to record data for employee(s) who work in temporary classification(s); 2) Create or select transaction(s) to
process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system

The T&A system must collect data on employees who work temporarily in other or correctly collected recorded the data.

multiple pay classifications. 1) Create or select T&A action(s) to record data for employee(s) who work in other classification(s); 2) Create or select transaction(s) to
process the selected action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system
correctly collected recorded the data.

07.02.11
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The T&A system must be able to capture data in days, fractions of hours, or other

1) Create or select T&A actions for processing data captured in days, fractions of hours and/or other units of measure; 2) Create or select
transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Create or select action(s) to record the T&A data in other

07.02.12 units of measure as required. units of measure; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a
report/query; 8) Verify the report/query shows the system correctly captured the data.
1) Create or select T&A report(s) for generation; 2) Create or select action(s) to produce the report(s); 3) Create or select transaction(s) to
07.02.13 The T&A system must generate reports to monitor T&A data. process the selected action(s); 4) Process the transaction(s); 5) Produce the report(s); 6) Verify the reports generated are correct; 7) Verify
the T&A data can be monitored with reports generated.
1) Create or select T&A record(s) submitted for approval and release by authorized approving officials for processing; 2) Create or select
The T&A system must be able to receive electronic or other appropriately, This is subsequent to the action(s) to approve the T&A records; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
07.02.15 documented approvals from authorized approving officials, and then release data for |first level supervisor Produce a report/query; 6) Verify the report/query shows the record(s) were correctly approved; 7) Create or select action(s) to release the
further system processing. approval. record for further system processing; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 11)
Verify the system released the record for further processing.
For a T&A system, a single automated code may be entered by the supervisor to .1) Create. or se%ect T&A record(s) to be approved by the supervisor for processing; 2) Create or select zflctlon(s) to approve the T&A .
: . . . . information using a single automated code; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s);
07.02.17 approve the information contained in the file, provided that the data elements . o
itemized in paragraph 020205. DoD FMR Vol. 8. Chanter 2. are contained in the file 5) Produce a report/query; 6) Verify the report/query shows the system correctly approved the record and the data elements itemized are
paragrap ’ o pret <, ) contained in paragraph 020205, DoD FMR, Vol 8, Ch 2.
Fora T & A system an electronic authorization may be entered by the supervisor to 1) Create or select T&A record(s) to be approved by the supervisor for processing; 2) Create or select action(s) to approve the T&A
07.02.19 approve the information contained in the file, provided that the data elements information using a single automated code; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s);
o itemized in DoODFMR, Volume 08, Chapter 02 paragraph 020402 are contained in 5) Produce a report/query; 6) Verify the report/query shows the system correctly approved the record and the data elements itemized are
the file. contained in paragraph 020402, DoD FMR, Vol 8, Ch 2.
1) Create or select individual(s) with premium pay entitlements action(s) for processing; 2) Create or select action(s) to process the premium
The T&A system must determine premium pay entitlements based on schedule tour, Schedule tour is the pre- pay data action(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
07.02.20 . . . . . :
actual hours worked and leave data. requisite for both scenarios. |report/query; 6) Verify the report/query shows the system determined premium pay entitlements based on scheduled tour, actual hours
worked and leave data and the information is correct and accurate.
The system must accumulate labor and cost information for use in budgeting and . . . . . . .
. .. . . 1) Determine specific labor cost information action(s) needed for processing; 2) Create or select action(s) to generate a report/query; 3)
controlling costs; performance measurement; determining fees and prices for services . . . .
07.02.21 . .. . . Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6) Verify the
assessing programs; and management decision making. Labor costs are an integral L . -
. . . report/query shows the system maintains such cost information.
part of determining and doing business.
1) Create or select T&A work units; 2) Create or select action(s) to produce a report/query of the work units by cost object (e.g., organization
The system must accumulate work units by cost object (e.g., organization and and activity; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
07.02.22 activity), and responsibility center and be provided to other systems performing cost Verify the report/query shows the system correctly accumulated the work units; 7) Create or select action(s) to produce an output file; 8)
accounting functions. Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Produce an output file; 11) Verify the
system produce the file and transmitted the information to other systems performing cost accounting functions.
To support time and attendance processing, the T&A system must edit T&A data at 1) Create or select T&A record(s) for processing; 2) Determine T&A edits for processing; 3) Create or select action(s) to edit the T& A
07.02.23 the earliest time to ensure that the data are complete, accurate, and in accordance record; 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7)

with legal requirements.

Verify the report/query shows the system correctly performed the edits and the corrections made were accurate.

3: Leave Proces

sing

The payroll system automatically convert leave taken in excess of available balance,
based upon an established leave priority policy. When appropriate, provide for

1) Determine the policy for exceeding the leave balance; 2) Create or select T&A record(s) for processing; 2) Create or select document(s) for
leave taken that will put the T&A record(s) in an excess leave status after processing; 3) Create or select action(s) to process the leave

07.03.02 management review (e.g., to determine advance, leave without pay, or absence document(s); 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/file; 7)
without leave). Verify the report/file shows the system converted the excess leave in accordance with the policy.
1) Determine the applicable types of leave(s) available within the T&A system to include donated leave for processing; 2) Create or select
For o e s oyl st st s e et wihan it 10l e e i 6, or v lomatn fra iy i § ol o)
07.03.03 employee is entitled, including partial accruals and carryovers. Special accrual rules process the sciected action(s); ’ P porquiery &

for employees using donated leave, etc., must be accommodated.

record(s) leave information for the current pay period; 7) Create or select transaction(s) to process the selected action(s); 8) Process the
transaction(s); 9) Produce both reports/queries/files; 10) Compare the reports/queries/files and verify the results show the leave accrues (to
include donated leave) for each type of leave available within the system and the leave balances are correct.
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The payroll system must process variable leave accruals for part-time employees.

1) Determine the leave accrual policy and calculation for part-time employees based on actual hours in a pay status; 2) Create or select a part
time employee(s) T&A record for processing; 3) Create or select a leave document for processing against the record(s); 4) Create or select

07.03.04 The accruals shall be based on actual hours in a pay status action(s) to process the document; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7)
’ Produce a report/query; 8) Verify report/query shows the system computes the leave accrual based on the actual hours worked in a pay status
and the information is correct and accurate.
1) Determine the compensatory time and credit hours to be paid or forfeited policy at the end of a required time period (i.e., pay period
calendar year, employee transfer or termination, etc); 2) Create or select T&A record(s) that require payment of compensatory time and credit
hours; 3) Create or select transaction(s) to process the actions; 4) Process the transaction(s); 5) Produce a report/query/file; 6) Verify the
The payroll system must determine compensatory time or credit hours to be forfeited report/query/file shows the system projects the compensatory time and credit hours that will be paid in accordance with the applicable policies
07.03.05 or paid as appropriate based on predetermined elapsed time limits; maximum carry and are correct and accurate.
over limits; and maximum earning ceilings. 1) Determine the compensatory time and credit hours to be paid or forfeited policy at the end of a required time period (i.e., pay period
calendar year, employee transfer or termination, etc); 2) Create or select T&A record(s) that require forfeiture of pay for compensatory time
and credit hours; 3) Create or select transaction(s) to process the action(s); 4) Process the actions; 5) Produce a report/query; 6) Verify the
report/query shows the system correctly processed the actions.
The payroll system must maintain detailed audit trail and control data that ensure g;z:tl;';;xyt]}}sl:;;ﬁtrﬁl 1) Create or select a sample of employee leave data for retrieval; 2) Create or select action(s) to produce an audit trail report/query listing all
07.03.06 that all reported leave hours have been processed accurately and that the hours used B ) leave data; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6)
- - data is the summary (total) . . .
in pay calculations are correct. data. Verify the report/query shows the leave data is processed accurately and the pay calculations used are correct and accurate.
1) Create or select a sample of employee records from the Human Resource system that have pay associated with employee job-related injury
07.03.07 The human resources system should provide the capability to track and report pay time; 2) Create or select action(s) to produce a report/query; 3) Create or select transaction(s) to process the selected action(s); 4) Process

associated with job-related injury time (continuation of pay (COP)).

the transaction(s); 5) Produce the report/query; 6) Verify the report/query shows the system can retrieve and track all of the required pay
related information and it is correct and accurate.

Combined Scena

rio for 07.03.08 and 07.03.09

07.03.08

The payroll system must provide capabilities for fiscal year-end, leave-year- end and
calendar year-end processing and forfeitures in accordance with established
Government wide and agency guidelines.

1) Create or select individual record(s) to process action(s) for leave forfeiture and carry-over in accordance with established Government wide
and agency guidelines; 2) Create or select transaction(s) to perform fiscal year-end processing of the action(s); 3) Create or select
transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
the system correctly posted the carry-over and forfeitures.

07.03.09

The payroll system must process leave forfeiture and carryover for each employee.

1) Create or select individual record(s) to process action(s) during leave-year-end and calendar year-end processing of leave forfeitures and
carry-over in accordance with established Government wide and agency guidelines; 2) Create or select transaction(s) to process the action(s);
3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system correctly posted the carry-over and
forfeitures.

1) Create or select individual record(s) to process action(s) during calendar year-end processing of leave forfeitures and carry-over in
accordance with established Government wide and agency guidelines; 2) Create or select transaction(s) to process the action(s); 3) Process
the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system correctly posted the carry-over and forfeitures.

07.03.10

The payroll system must modify leave accruals, and/or balances for employees who
change leave systems, or work schedules (i.e., full-time to part-time, etc.)

Scenario 2 comment -
"change leave system"
means "change in employee
status for leave entitlement".
This could be due to
changing the automated
system or being on the same
system but having a
different policy apply.

1) Create or select individual record(s) to process a change in an employee's work schedule (e.g., from full-time to part-time); 2) Create or
select transaction(s) to access the payroll system; 3) Process the transaction(s); 4) Create or select action(s) to process the change action(s);
5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the
report/query shows the system processed the change and the calculated the leave accrual and balance in accordance with the new work
schedule.

1) Create or select individual record(s) to process leave document(s) subject to different leave system; 2) Create or select action(s) to access
the payroll system; 3) Process the transaction(s); 4) Create or select action(s) to process the leave document(s); 5) Create or select
transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows
the system calculates the leave accrual and balances in accordance with the applicable leave system.
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The payroll system must process both current period and prior period leave

1) Create or select leave activities for processing in the current pay period; 2) Create or select action(s) to process the activities; 3) Create or
select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
shows the system correctly updated the leave balances in the current period.

07.03.11 . . . . - -
transactions on an effective pay period basis. 1) Create or select leave activities for processing in the prior leave period; 2) Create or select action(s) to process the action(s); 3) Create or
select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
shows the system correctly updated the leave balances in the correct period.
The payroll system must provide capabilities for recomputing leave balances 1) Create or select a record to process entitlement change activities against the same record; 2) Create or select action(s) to process the
resulting from prior-period hour adjustments or retroactive entitlement changes for change activities; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select a prior-
07.03.12 each period, subsequent to the effective period of the change in the following period. period hour adjustment action(s) for processing; 6) Create or select transaction(s) to process the adjustment action(s); 7) Process both
Such recomputations will be processed in the following order: (1) retroactive transaction(s); 8) Produce a report/query showing the results of the transaction(s); 9) Verify the report/query shows the system processes
entitlement changes, and then (2) prior period hour adjustments. both transactions in the correct order, as indicated in the FFMR; 10) Verify the system correctly recomputes the leave balance.
The personnel system must maintain leave records that show for each employee or
service member:
1) the rate of accrual for each type of leave,
2) the hours or days accrued, used, and available by leave type, 1) Create or select a sample of employees' leave records; 2) Create or select action(s) to produce a report/query of those records showing all thg
07.03.15 3) any advance leave authorized, including the date through which the leave is items listed in the FFMR; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
authorized, the type of leave advanced, and the total hours or days advanced, report/query; 6) Verify the report/query shows the system correctly lists the items referred to in the FFMR.
4) any leave received or given under a leave sharing program authorized
in 5 USC.6331 et reg., and
5) the number of hours for any leave ceiling, by type of leave.
The payroll system should process leave for each reported leave type at the end of 1) Create or select leave actions for each leave type for processing at the end of a pay period; 2) Create or select transaction(s) to process the
07.03.17 each effective pay period. Process advances, accruals, and restored leave before different leave actions; 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the system processes
usage are applied to the appropriate available balance. advances, accruals and restores leave before usages; 6) Verify the system processes such transactions at the end of the current period .
Upon termination of an employee from federal employment, the payroll system must . . .
. 1) Create or select employee(s) with advanced leave for processing; 2) Create or select transaction(s) to access the payroll system; 3) Process
offset the dollar amount of advanced-leave balances (computed at the rate of pay in . . . . .
. . . the transaction(s); 4) Create or select termination action(s) for that employee for processing; 5) Create or select transaction(s) to process the
effect when the leave was taken) against the dollar amount of earnings for pay period . .
07.03.19 . action(s); 6) Produce a report/query; 7) Verify the report/query shows the system correctly calculates and offsets the advanced leave
of separation and any unused annual leave (based on the current pay rate) and . . . .
. . balance; 8) Create or select transaction(s) to process a request for waiver transaction; 9) Process the transaction(s); 10) Produce a
calculate indebtedness for leave advances upon separation and accommodate . . .
. . report/query; 11) Verify the report/query shows the system correctly processed the waiver transaction.
requests for waiver of collections for leave advances.
1) Create or select special category employee(s) T&A record(s) for processing; 2) Create or select action(s) to calculate leave accrual action(s)
07.03.21 The human resources/payroll system must process leave accrual units for special for processing; 3) Create or select action(s) to access the Human Resource/Payroll System; 4) Process the transaction(s); 5) Create or select
o category employees, e.g., firefighters, etc. transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows
the system correctly calculates the leave accrual and balance.
1) Create or select a T&A record(s) for processing; 2) Create or select sick leave action(s) for an employee with advanced sick leave for
07.03.22 To support leave processing, the payroll system must offset advanced sick leave processing; 3) Create or select transaction(s) to access the Human Resources/Payroll System; 4) Process the transaction(s); 5) Create or

balance against subsequent pay period accruals of sick leave.

select transaction(s) to process the action(s); 6) Process the transaction; 7) Produce a report/query; 8) Verify the report/query shows the
system correctly calculates and offsets the advanced sick leave balance.

4: Payroll Withholdings/Deductions Processing

The payroll system must provide data to establish receivables or follow up on types
of leave that may result in an employee indebtedness, including health insurance

1) Create or select an employee(s) on approved leave without pay for two pay periods for processing; 2) Create or select action(s) to produce a
report/query; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query;

07:04.01 premiums for employees on approved leave without pay and certain jury duty fees 6) Verify the report/query shows the system maintains all pertinent information to establish a receivable; 7) Verify the system creates an
while on court leave. output file with the receivable data to interface with General Ledger.
Th]:. P iytrognsgszmrrimﬁlg :O;,Ki?nf(i)tr Izercergiige Cr‘;nllll: li'ztlofnrolf d;d;ﬁt;);s thit are 1) Create or select action(s) to process Leave and Earning Statement(s) (LES); 2) Create or select transaction(s) to process the action(s); 3)
07.04.02 subject 1o annua’ or regu’atory 5 8., te curre ¢ tor fede s 0 Process the transaction(s); 4) Produce a report/query showing the LES data; 5) Verify the report/query shows the system percentage

supplemental payments, Thrift Savings Plan (TSP) contributions, and Social Security
taxes).

computation of deductions and regulatory limit data accurately computed the information from the LES and it is correct and accurate.
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The payroll system must calculate the following deduction types for each employee:
1) Mandatory deductions (e.g., retirement, Federal, state, local, and FICA taxes),

2) Voluntary deductions (e.g., state and local taxes for multiple taxing authorities,
life insurance, health insurance, thrift savings deductions, allotments, bonds, and pre-

1) Create or select an employee(s) payroll record(s) with different types of deductions as indicated in the FFMR; 2) Create or select action(s) to

07.04.04 tax deductions for transportation benefits), and produce a report/query; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
. . . . .. . report/query; 6) Verify the report/query shows the system correctly calculates and processes those deductions.
3). involuntary deductions (e.g., IRS levies, garnishments, and administrative debt
collections).
. - . 1) Create or select a garnishment(s) deduction document for processing; 2) Identify the garnishment deduction criteria and the amount of the
07.04.05 3:;;31?;(;3 ;Zi:zldns r:rlll(i/tolirﬁ;/\l/ies;heecicfflig;?ilrlrllti}tlatt(i)o}rlinil; deg(jllrlrclit;(l)lr:;etr}ll? ;Zs?ng o deduction; 3) Create or select action(s) to process the garnishment transaction(s); 4) Create or select transaction(s) to process the sele.cted
o amount TTEr action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system processed the deduction
) correctly in accordance with the specific criteria and will terminate the deduction upon satisfaction of the debt.
1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select document(s) for untaxed item(s) action(s) to be
07.04.06 The payroll system must adjust taxable gross pay by deducting untaxed items (e.g., processed; 3) Create or select action(s) to process the untaxed item(s) against the payroll record.(s); 4) Create or select transaction(s) to
o thrift saving deductions) and civil service retirement annuity offsets. process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system
accurately deducts the untaxed items from the gross pay prior to calculating the taxes.
. . . . 1) Create or select employee(s) payroll record(s) for processing part-time, seasonal, applicable accessions, and separating employees insurance
07.04.08 ;Iz;ﬁ; (I)) I?,er OJLZY;;;T;C?];S; :cr:;:itzrigilrllrgzzgﬁft?l??mﬁiﬁg?Enf;rtklx):j:illr;;ro- data; 2) Create or select action(s) to produce a report/query; 3) Create or select transaction(s) to process the selected action(s); 4) Process
o . : the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly calculated and posted the insurance
ration rule. premium deductions based on the daily pro-ration rule.
1) Create or select an employee(s) payroll record(s) for processing where the actual time period worked is less than a year and the employee's
07.04.09 The payroll system must accelerate deductions for employees paid an annual salary annual salary is paid over the actual time period worked; 2) Create or select action(s) to produce a report/query; 3) Create or select
o in less than one year (e.g., teachers). transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
the system correctly calculates the annual deductions over the actual time period worked.
1) Create or select an employee(s) payroll record(s) with various types of deductions; 2) Create or select action(s) to produce a report/query of
. . the payroll record(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
The P : yéo];l sg);t;[m musl: sulb tract dgductl;)n§ calcul;tle din th.e Or(ti}f rof IzreceQencet repfrt?lquery; 6) Verity the report/query shows the systempsubtracts deductions in the order specified by OPM.
07.04.12 ii;lﬁlvee lglollow a(;)rp(r);piiratiwrili r; fgf%:k?::g?ls(; Zve (;uecteigflir\l;li%hina;Ill)erigi?;llser\lz(e)l or 1) Create or select an employee(s) payroll record(s) where the total deductions exceed the gross pay amount; 2) Create or select action(s) to
partial deductions, if allowed. produce a report/query; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
’ report/query; 6) Verify the report/query shows the system subtracts no deductions or partial deductions in the order specified by OPM to
ensure the net pay is not negative.
1) Create or select an employee(s) pay record(s) for processing; 2) Create or select bond action(s) for processing over consecutive pay
The payroll system must determine when a bond may be issued, given s type periods; 3) Determine the amount of deduction per pay period for the bond; 4) Create or select action(s) to process the bond; 5) Create or
07.04.13 T . . > . ’ select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce the report/query; 8) Verify the report/query
denomination per pay deduction and balance from previous pay deductions. shows the system processed the bond deductions over the consecutive pay periods until the issue value is reached; 9) Identify the procedures
for issuance of the bonds.
1) Create or select employee(s) pay record(s) for processing; 2) Create or select deduction action(s) for collection over consecutive pay
periods; 3) Create or select transaction(s) to process the deduction action(s) over consecutive pay periods ; 4) Process the transaction(s); 5)
. . . . Produce report/query; 6) Verify the report/query shows the system correctly processes the deductions over the consecutive pay periods.
07.04.14 The payroll system must deduct some items in every pay period and others in 1) Create or select employee(s) pay record(s) for processing; 2) Create or select deduction action(s) for collection over selected pay periods

selected pay periods only. e.g., discretionary allotments.

only (e.g., discretionary allotments); 3) Determine the pay periods for deduction; 4) Create or select transaction(s) to process the deduction
action(s) over the selected pay periods; 5) Process the transaction(s); 6) Produce report/query; 7) Verify the report/query shows the system
correctly processes such deductions in the selected pay periods.
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The payroll system must offset the dollar amount of other receivables owed the

Question : Is the lump sum
payment being paid by the
employee or the employer?

1) Create or select an employee(s) pay record(s) showing the employee(s) is indebted to the an agency; 2) Create or select action(s) to separate
the employee(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query;
6) Verify the report/query shows the system offsets the amount owed the agency against the earnings for the pay period of the separation.

07.04.15 agency against earnings for pay period of separation or, if applicable, lump sum Answer : By employer;
payments. lump sum payment is
misleading. The scenario 1) Create or select an employee(s) pay record(s) showing the employee is indebted to an agency; 2) Create or select action(s) to pay the
stands as written. employee a lump sum payment; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce
a report/query; 6) Verify the report/query shows the system offsets the amount owed the agency against the lump sum payment.
The payroll system must be able to determine, when garnishing for multiple court- 1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select alimony and child support garnishment deduction
07.04.22 ordered alimony and/or child support, if funds are sufficient to pay the garnishment action(s) for processing; 3) Identify the total garnishment amount and garnishment filing date; 4) Create or select transaction(s) to process the
o orders. If earnings are not sufficient for all these payments, the garnishments filed garnishment deduction actions; 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system
earliest are withheld first. processed the deductions in order of filing date.
The payroll system must be able to determine, when garnishing for both court- 1) Create or select an employee(s) payroll record(s) for processing that does not have sufficient funds available for collection of both
07.04.23 ordered alimony and child support, if funds are sufficient to pay both ordered in a garnishment for alimony and child support; 2) Create or select a single garnishment deduction action(s) for processing that includes alimony
o single garnishment. If earnings are not sufficient for both, a proportionate share and child support; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
should be provided to each to the extent gross pay is available. report/query; 6) Verify the report/query shows the system performed a proportionate deduction from the gross pay amount available.
When a bankruptey court orders that a certain amount of net pay shall be paid an 1) Create or select an employee(s) payroll reco.rd(s) for processing; 2) Create or select a co.urt order stipulating a certain amount of net pay
. shall be paid an employee regardless of deductions for processing; 3) Create or select action(s) to process the court order; 4) Create or select
07.04.24 employee regardless of deductions, .th.e payroll system must deduct t.he amOII.mt of net transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows
pay from gross pay first. Any remaining deductions shall then be withheld in the system provides the employee with the ordered net pay; 8) Verify the system subtracts the required deductions in the order specified to the
accordance with "DoDFMR," Volume 08, Chapter 04, 040201 and 040202. .. .. ’
limit of remaining funds.
The payroll system must compute the maximum variable deductions for levies, 1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select variable deduction action(s) that would exceed its
07.04.27 garnishments, and/ or offsets based on appropriate limitations of each type of limitation; 3) Create or select transaction(s) to process action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
deduction. report/query shows the amount of the deduction does not exceed the appropriate limitation.
Th.e payroll system should ensure that leaye without pay (LWOP), furlqughs for 1) Create or select employee(s) payroll record(s) with one or more types of listed situations in the FFMR for processing; 2) Create or select
retirement, Office of Workers Compensation Program (OWCP), education, and . . . .
07.04.29 military purposes is separately designated and doos not affect Within Grade Increase action(s) to produce a report/query; 3) Create or select transaction(s) to process the selected a.ctlon(s); 4) Process the transaction(s); 5)
(WGI), ete. Produce a report/query; 6) Verify the report/query shows the system does not change the anniversary date for WGI.
1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select prior period leave, benefits, and payments time and
The payroll system must electronically compare leave, benefits, and payments, for attendance data action(s) for processing; 3) Create or select action(s) to produce a report/query of the data; 4) Create or select transaction(s)
07.04.31 adjusted time and attendance data with prior period data and automatically compute to process the selected action(s); 5) Process the transaction(s); 6) Create or select adjustment transactions for the same data; 7) Process the

differences.

adjustments transactions in the current period; 8) Produce a report/query; 9) Verify the current report/query data shows the system
accurately adjusts and updates the leave, benefits, and payment balances from the prior period.

5: Computing Gross Pay

07.05.01

The payroll system must process both current period and prior period adjustments as
an integral part of the payroll cycle.

1) Create or select a prior period gross pay adjustment action(s) for processing; 2) Create or select a current period gross pay adjustment
action for processing; 3) Create or select transaction(s) to process the selected action(s); 4) Process the adjustment transactions; 5) Produce
a report/query; 6) Verify the report/query shows the system accurately updates the gross pay amount for both transactions.

07.05.04

The payroll system must compute pay for various types of employees, e.g.,
firefighters, law enforcement officers, emergency medical technicians, teachers, etc.

1) Determine the different pay scales for various types of employees (i.e., firefighters, law enforcement officers, emergency medical
technicians, etc.) 2) Create or select employee(s) payroll record(s) for processing using the different pay scales; 3) Create or select
transaction(s) to process gross pay action(s) for each pay scale; 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
report/query shows the system accurately computes and pays the appropriate pay for each scale.

N7 N8 NK

The payroll system must (1) compute employee earnings for partial pay periods when

antitlamant datac Aa nat nninnida vrith tha nav narind'c haainnina and andina datac

1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select gross pay action(s) to process against a partial pay
period; 3) Create or select transaction(s) to process the gross pay action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
Verify the report query shows the system accurately computes the gross pay amount for the partial pay period.
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and (2) process eamings adjustments on a begin-date/end-date basis. ) Ireate or se.ect an employee(s) payro recor, (s) for processing; ) Create or select earnings a ljustment action(s) to process against in a
partial pay period; 3) Create or select transaction(s) to process action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
Verify the report query shows the system accurately processed the earnings adjustment for the partial pay period.
1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select personnel actions) for input into the payroll system; 3)
The payroll system must calculate pay at the end of each period after properly Create or select transaction(s) to process the action(s); 4) Create or select action(s) to receive input data from the T&A system; 5) Create or
07.05.06 authorized inputs have been received from the Time and Attendance Processing select the transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Create or select action(s) to process the imported
Function, and after personnel action processing is completed. data into the payroll system; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 9) Produce a
report/query; 10) Verify the report/query shows the payroll system accurately computes the pay amount.
1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select an authorized overtime action(s) for processing; 3)
07.05.07 The payroll system must calculate overtime based on FLSA or Title 5 requirements. Create or select transaction(s) to process the action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
shows the system correctly computes the pay amount based on FLSA or Title 5 requirements.
The payroll system must calculate current and/or retroactive adjustments for 1) Determine the basis for differentials, premiums, and allowances (i.e., set dollar amount or percentage of pay); 2) Create or select various
07.05.08 allowances, premiums and differentials as defined by law or regulation. These may employee(s) payroll record(s) with differentials, premiums, and allowances action(s) for processing; 3) Create or select adjustment transactions
T be set dollar amounts or computed as a percentage of pay, applying caps or other to process the action(s); 4) Process the adjustment transactions; 5) Produce a report/query; 6) Verify the report/query shows the system
limitations when applicable. accurately calculates the gross pay amount.
1) Determine the information needed for supplemental pay and recertified check issuance; 2) Create or select an employee(s) pay record(s) for
07.05.10 The payroll system must accommodate information requirements to support processing; 3) Create or select supplemental pay and or recertified check issuance action(s) for processing; 4) Create or select transaction(s)
T supplemental pay actions and recertified checks. to process the action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system
accommodates information requirements for supplemental pay actions and recertified checks.
1) Create or select an employee(s) payroll record(s) for processing a permanent change of location action(s) to a foreign area; 2) Create or
select an advance pay action(s) for processing; 3) Compute the advance pay using 3 months gross pay less deduction and entitlements; 4)
Create or select transaction(s) to process the advance pay action(s) and to collect over a specified prorated pay period of time (i.e., 12 pay
The payroll system must not allow a single lump-sum pay advance that exceeds three periods, 24 pay periods, etc. (not to exceed 26 pay periods)); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the
07.05.12 months’ net pay for those employees authorized a permanent change of station to a report/query shows the system will collect the advance pay over the specified prorated period.
foreign area. 1) Create or select an employee(s) payroll record(s) for a permanent change of location action(s) to a foreign area; 2) Create or select an
advance pay action(s) for processing; 3) Compute the advance pay using 3 months gross pay less deduction and entitlements; 4) Create or
select transaction(s) process the advance pay action(s) to collect the advance pay as a lump sum from one pay period; 5) Process the
transaction(s); 6) Verify the system rejects the transaction and does not collect the advance pay in lump sum.
The payroll system must limit repayments of salary advances to civilians being made 1) Create or select an err.lployee(s) payroll recorfi(s) for processing; 2) Create or select action(s) for a salary e}dvance repayn.lent processing; 3)
07.05.13 . . . Create or select transaction(s) to process the action(s) over more than 26 pay periods; 4) Process the transaction(s); 5) Verify the system
by payroll deduction to a maximum of 26 pay periods. . . .
reject the attempt the system rejects such action.
When an employee separates or transfers, the outstanding balance of a payroll . . . .
. 1) Create or select an employee(s) pay record(s) for processing separation action(s); 2) Create or select a salary advance action(s) for lump
advance shall be due in full. The payroll system must ensure advances of pay are . : . . :
, . . sum collection upon separation; 3) Create or select transaction(s) to process the action(s) to collect the lump sum salary advance in full from
07.05.14 recoverable from the employee or the employee's estate by deduction from accrued |For separation see 07.04.15. . .
. . the final payment to the employee(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system
pay, amount of retirement credit, other amounts due the employee from the {11 collect the sal g n full I lecti
government, or by other methods as provided in DFAS Regulation Number 005. Wil coflect the salary advance 1n as a ‘ulhp sum coltection.
1) Create or select an employee(s) payroll record(s) that has already received a salary advance for less than the full amount for a permanent
The payroll system must provide the capability to allow additional payments on an change of location to a fore.lgn area; 2) Cre.ate or sel.ect a second adyance pay action(s) for processing; 3) Compute the advance pay using 3
. . months gross pay less previous advance paid, deduction and collections; 4) Create or select transaction(s) to process the advance pay
07.05.15 advance when circumstances warrant and the employee has not received the full . . . . . . . .
amount of the maximum advance consistent with the employee's pay erade action(s) to collect over a specified prorated pay period of time (i.e., 12 pay periods, 26 pay periods, etc. (but not to exceed 26 pay periods));
poyee's pay grade. 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system accepts the additional advance pay
and will collect over the specified prorated period.
The payroll system must prohibit employees and service members engaged in civil 1) Create or select an employee(s) payroll record(s) for processing who performs civil payroll functions; 2) Create or select a payroll action(s)
07.05.20 payroll functions from maintaining or servicing their own payroll and personnel for the employee to input; 3) Create or select transaction(s) for the employee to process the action(s); 4) Process the transaction(s); 5) Verify

records.

the system rejects such action.
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To support pay processing, the payroll system must perform statutory limit and

1) Create or select an employee(s) payroll record(s) for processing; 2) Determine the statutory limit on gross pay; 3) Create or select a gross
pay action(s) for processing that exceeds the statutory limit; 4) Create or select transaction(s) to process the action(s); 5) Process the

07.05.23 . . . . S .
7 reasonableness tests on gross pay. transaction(s); 6) Verify the system rejects such attempt; 7) Determine the reasonableness validation procedures and verify such procedures
are in place.
The payroll system must compute gross pay as the sum of each rate of pay times the 1) CI‘CE?IC or sele.ct an employee(s) payroll record(s) for processing; 2) Iden.tlfy all the gross pay components, annuity offsets, deductions and
. o . . . . collections applicable to the system; 3) Create or select a gross pay transaction(s) for processing; 4) Process the transaction(s); 5) Produce a
07.05.24 number of units related to it, minus retirement annuity offsets, if applicable, plus all . .
. report/query of the gross pay transaction(s); 6) Verify the report/query shows the system correctly calculates the net pay amount by
appropriate allowances and/or other gross pay components. . . . .
subtracting the annuity offsets, deductions and collections from the gross pay amount.
The payroll system must classify and total deductions, subtract total deductions from 1) Create or sele.ct a variety of emPloyee(s) payroll record(s) for processing (e.g., full-time and part-t.lme employee(s)); 2) Create or select
.- . o gross payroll action(s) for processing; 3) Create or select transaction(s) to process the gross pay action(s); 4) Process the transaction(s); 5)
07.05.25 gross pay, and apply formulas or utilize tables to determine employer contributions . . .
. - Produce a report/query; 6) Verify the report/query shows the system classified and totaled the deductions from the gross pay and used
required for certain payroll taxes and benefits. . o . .
formulas and/or tables to determine employer contributions required (e.g., certain payroll taxes and benefits).
1) Create or select an employee(s) payroll record(s) with multiple positions under different appointment authorities and different entitlements
The payroll system must process and compute pay and deductions for multiple for processing; 2) Identify all the gross pay components and deductions applicable to the employee; 3) Create or select payroll action(s)
07.05.26 positions under different appointment authorities, and different pay, leave, and involving all the gross pay components and deductions for processing; 4) Create or select transaction(s) to process the action(s); 5) Process
benefit entitlements. the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system correctly determined the net pay by calculated all
gross pay amount(s) and subtracting the appropriate annuities, deductions, and collections.
1) Create or select an employee(s) payroll record(s) for processing; 2) Determine the applicable retirement plan(s) categories for the
07.05.27 The payroll system must support retirement calculations for all categories of employee(s); 3) Create or select action(s) to produce a report/query; 4) Create or select transaction(s) to process the selected action(s); 5)

employees under all applicable retirement programs to the agency.

Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system correctly calculates all the all categories of
retirement.

6: Payroll Processing and Distribution

The payroll system must process prior period, current, and future period pay actions,

1) Create or select a variety of employee(s) payroll record(s) for processing; 2) Create or select payroll action(s) that will effect prior period,

07.06.01 . current period, and future period pay actions; 3) Create or select transaction(s) to process the action(s); 4) Process the transaction(s); 5)
based on effective dates. B !
Produce a report/query; 6) Verify the report/query shows the system processed all of the transactions correctly.
1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select payroll adjustment action(s) that crosses fiscal year-
end; 3) Create or select transaction(s) to process the action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
. . It h thy 1 ion i iod; i
The payroll system must support payroll adjustments and regular calculations that repo /query s ows the system correct.ly processed each part of the acthn in the correct period; 7) Verify the system can produce an output file
. . . with all the pertinent payroll information for transfer to the Core financial and other systems.
07.06.09 cross fiscal and/or calendar years, and provide needed information to the core - - -
financial and other information systems. 1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select.payroll adjustment action(s) that crosses cglendar year-
end; 3) Create or select transaction(s) to process the action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
report/query shows the system correctly processed each part of the action in the correct period; 7) Verify the system can produce an output file
with all the pertinent payroll information for transfer to the Core financial and other systems.
The payroll system must record gross pay, deductions, and net pay while generating 1) Create or selec.t an employee(s) payro%l record(s) for processing; 2) Create or select gross T&A payroll act1on(§) for processing; 3) Create
. . . . . or select transaction(s) to process the action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
07.06.10 information to update other functions and systems, including the standard general . . . . .
. . . . the system correctly calculates the net pay by subtracting the annuities, deduction, and collections from the gross pay; 7) Verify the system
ledger maintained in the Core Financial System. . . : . . .
can produce an output file with all the pertinent payroll information for transfer to the Core Financial and other systems.
1) Create or select an employee(s) payroll record(s) for update of information action(s) by the human resource and payroll system personnel;
2) Create or select personal information action(s) received from the employee(s) for input into and update of the payroll system (e.g., W4 Tax
Withholding information, Savings Bonds, allotments, etc.); 3) Create or select transaction(s) to process the action(s) into the human resource
1l system; 4) P: the t ti ; 5) P 1t/ ; 6 ify th file/ hy th syst tl
The payroll system must allow employees to update personal information, at the and payroll system; 4) rocess the transac ion(s); 5) Produce a report/query; 6) Verify the report/file/query shows both system correctly
B . . . - . . . processed the update transactions.
07.06.11 employee's discretion, e.g., tax withholding information, savings bond information,

electronic funds transfer information, and allotments.

1) Create or select an employee(s) payroll record(s) for processing to update information action(s) by the employee(s); 2) Create or select
transaction(s) for an employee(s) to access the system; 3) Process the transaction(s); 4) Create or select personal information action(s) for
input into and update of the payroll system (e.g., W4 Tax Withholding information, Savings Bonds, allotments, etc.) by the employee(s); 5)
Create or select transaction(s) to process the action(s); 6) Verify the system allows the employee to access the system and update their
personal information.
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The payroll system must be able to generate payment for severance pay, not

1) Create or select Department of Defense employee(s) payroll record(s) for processing lump sum severance payment; 2) Create or select
action(s) to process the severance pay action(s); 3) Create or select transaction(s) to process the transaction(s); 4) Process the transaction(s);
5) Produce a report/query; 6) Verify the report/query shows the system correctly calculated the amount of the lump sum severance payment.

07.06.13 exceeding the amount authorized for each employee, on a pay period basis and
provide for Department of Defense employees, the option of a lump sum payment. 1) Create or select an employee(s) payroll record(s) for processing of severance payment on a pay period basis; 2) Create or select severance
pay action(s) for processing; 3) Create or select transaction(s) to process the action(s); 4) Process the transaction(s); 5) Produce a
report/query; 6) Verify the report/query shows the system correctly calculated the amount of the severance payment on a pay period basis.
1) Create or select an employee(s) payroll payment(s) for processing; 2) Create or select action(s) to submit the output file for processing of
the payment via Electronic Fund Transfer (EFT); 3) Create or select transaction(s) to process the selected action(s); 4) Process the
transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system will allow processing of the payment by EFT.
1) Create or select an employee(s) payroll payment(s) for processing; 2) Create or select action(s) to submit the output file for processing of
The second phrase in the the payment by check; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
07.06.14 The payroll system must make electronic funds transfer payments as well as other FFMR, "other methods of |report/query; 6) Verify the report/query shows the system will allow processing of the payment by check.
o methods of payments, including off- cycle and third party payments. payments", refers to 1) Create or select an employee(s) payroll payment(s) for processing; 2) Create or select action(s) to submit the output file for processing of
payment via check or cash. |the payment to be paid by cash; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce
a report/query; 6) Verify the report/query shows the system will allow the processing of the payment by cash.
1) Create or select an employee(s) payroll record(s) for processing; 2) Create or select off-cycle and third party payments action(s) for
processing; 3) Create or select transaction(s) to process the payment action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
Verify the report/query shows the system accurately processes such payments.
The payroll system must be able to generate payments to the beneficiaries of 1) Create or select a deceased employee(s) p.ayroll record(s) for proc.essing; 2) Create or select act.ion(s) to process unpaid compensation due
07.06.16 employees owed unpaid compensation to a beneficiary; 3) Create or select transaction(s) to process the action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
) Verify the report/query shows the system pays the beneficiary the unpaid compensation.
The payroll system must generate employee earnings statements detailing the 1) Create or select employee(s) payroll record(s) for processing; 2) Create or select action(s) to generate a Leave and Earning Statement
07.06.22 compositions of gross pay, deductions, net pay for the current pay period and year to (LES); 3) Create or select transaction(s) to process the action(s); 4) Process the transaction(s); 5) Produce the employee(s) LES's; 6)
date (electronic and copies). Verify the LES's contain all pertinent pay information as listed in the FFMR.
The payroll system must maintain data that is reconciled to pass to the Core financial . . 1) Create or select action(s) that will produce reconciled data maintained in the system for transfer to the Core Financial system and Cost
system and cost accounting modules to update fund balances with Treasury and The recon.cﬂed data is that Accounting module; 2) Create or select transaction(s) to process the action(s); 3) Process the transaction(s); 4) Produce a report/query; 5)
07.06.24 s . produced in FFMR . . .
other assets, expense and liability accounts, appropriations and other cost centers for 07.05.22 Verify the report/query shows the system produce the reconciled data that updates fund balances with the Treasury and other assets, expense
the payroll, including employer contributions. T and liability accounts, appropriations and other cost centers for the payroll, including employer contributions.
The payroll system must make information available to other functions, to generate 1) Determine the information needed for other internal and external payroll reports (e.g., reports required by the US Treasury, IRS, SSA, DoL,
07.06.25 internal and external payroll reports not created directly in the Pay Processing OPM, OMB, DHHS, and state and local authorities); 2) Create or select a transaction(s) that will generate the information; 3) Process the
function. transaction(s); 4) Produce the report(s); 5) Verify the report(s) generated show the system can provide internal and external information.
The payroll system must maintain cach pay record by the pay period in which it was 1) Crea?e or select employee(s) payroll .record for review; 2) C.reate or select Input action(s) t.hat will generate payroll history information by
07.06.26 calculated and by the pay period to which it applies (the effective pay period) pay period; 3) Create or select transaction(s) to process the action(s); 4) Process the transaction(s); 5) Produce a report/query for several
) pay periods; 6) Verify the report/query shows the system correctly produces the information by the pay period for which it applies.
The payroll system must produce all reports and vouchers necessary to recognize 1) Determine and identify all the necessary payroll related ledgers, registers, reports and vouchers; 2) Create or select actions to generate the
07.06.28 payroll expenses, establish related receivables, and disburse all related payments. It documents; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the documents; 6)
must also produce supporting detail registers or subsidiary ledgers. Verify the documents contain applicable payroll expenses, related receivable, and payment information.
The payroll system must produce managerial reports to facilitate monitoring of 1) Determine managerial accounts for HR and Payroll personnel; 2) Create or select action(s) to generate the required accounts; 3) Create or
07.06.29 human resources costs, leave authorizations, and personnel actions by human select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
resources/payroll staff members and by operational supervisors or managers. shows the system can generate required HR and Payroll managerial reports that contain all pertinent information.
The payroll system must provide for tax deduction reporting and reconciliation, as 1) Create or select action(s) to perform tax deduction reporting, reconciliation, and correction processing procedures for federal, state and local
07.06.31 well as correction processing. These functions should be available for each tax tax authorities; 2) Create or select transaction(s) to process the action(s); 3) Process the transaction(s); 4) Produce a report/query; 5)

authority (federal, state, local).

Verify the report/query shows the system correctly provides the tax information for federal, state, and local tax authorities.
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The payroll system must derive summary totals for earnings, deductions,

1) Create or select action(s) to produce multiple levels of summary totals for earnings, deductions, contributions, and paid hours; 2) Create or

07.06.32 contributions, and paid hours for internal control purposes and to facilitate select transaction(s) to process the action(s); 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query shows the
reconciliation. system contains sufficient details for reconciliation purposes and the summary totals are correctly calculated.
The payroll system must accommodate information requirements for accounting 1) Identify information requirements for accounting transactions for accruals of pay and benefits (e.g., posted time, scheduled tour, and partial
07.06.35 transactions for accruals of pay and benefits during the year. This process is to pay period computations); 2) Create or select action(s) to execute the payroll accrual process; 3) Create or select transaction(s) to process the
’ provide for accruing and reversing accounting information relative to pay and action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly accrues and
benefits based on posted time, scheduled tours, and partial pay period computations. reverses for pay and each applicable type of benefit on a pay period basis.
The payroll system must provide a means for correcting accounting transactions for 1) Create or select pay record(s) with one or more past pay period errors for processing; 2) Create or select accounting correction action(s) to
07.06.36 an employee for one or more past pay periods. The correction should also generate correct the pay period; 3) Create or select transaction(s) to process the action(s); 4) Process the accounting transaction(s); 5) Produce
’ adjusting accounting transactions to reverse the improper charges and record the report/query; 6) Verify the report/query shows the system processes the accounting corrections and verify the system generates the correct
correct ones. adjusting accounting transactions.
. . 1) Create or select employee(s) pay record(s) for processing that contains incorrect and missing data; 2) Create or select a action(s) that will
07.06.37 oTrhntl) ;};;(;lldz}t:tem must notify agency payroll and personnel office staff of incorrect generate a notification of the incorrect or missing data; 3) Create or select transaction(s) to process the action(s); 4) Process the
) transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system provides an error notification.
1) Create or select employee(s) a pay record(s) for processing health benefit deductions not taken for an employee on leave without pay; 2)
07.06.40 The payroll system must provide a report for health benefit deductions not taken Create or select a action(s) that will generate a report for health benefit deductions; 3) Create or select transaction(s) to process the action(s);
’ (e.g., for an employee on leave without pay). 4) Process the transaction(s); 5) Produce the report; 6) Verify the report shows the system will generate a report showing health benefits
deductions not taken.
1) Create or select a employee(s) pay record(s) for processing with employee debt for administrative collection; 2) Create or select action(s)
07.06.41 The payroll system must provide a report of employee debt, caused by prior-period that will generate a report of employee debt; 3) Create or select transaction(s) to process the selected action(s); 4) Process the acFion(s); 5)
’ adjustments or current-period computation, to be used in administrative collection. Produce the report; 6) Verify the report shows the system correctly shows the employee debt information to be used in administrative debt
collection.
1) Create or select transaction(s) to access the system; 2) Process the transaction(s); 3) Determine and identify all the reports generated by
07.06.42 The payroll system must provide an output matrix of reports that describes a report the system; 4) Create or select action(s) to generate a matrix listing of the reports in the format described in the FFMR; 5) Create or select
’ by its title, purpose, frequency, distribution level, and the media used to distribute. transaction(s) to process the action(s); 6) Process the transaction(s); 7) Create or select transaction(s) to produce the matrix; 8) Process the
transaction(s); 9) Produce the matrix; 10) Verify the matrix shows the system identifies all the reports.
1) Create or select transaction(s) to access the system(s); 2) Process the transaction(s); 3) Determine and identify all the reports that can be
07.06.46 The payroll system must generate reports at specific time intervals or upon request, |Use the matrix produced in |generated for specific time intervals or upon request; 4) Create or select action(s) to generate reports that span fiscal years, calendar years, or
' including reports that span fiscal years, calendar years, or other time periods. 07.06.42. other time period; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce the report(s);
8) Verify the report(s) show the system generated the correct reports for the time intervals specified.
1) Create or select transaction(s) to access the system(s); 2) Process the transaction(s); 3) Determine and identify the user outputs used to
generate disbursement vouchers; 3) Create or select a action(s) to produce a disbursement voucher; 4) Create or select transaction(s) to
process the selected action(s); 5) Process the transaction(s); 6) Produce the disbursement voucher; 7) Verify the disbursement voucher
07.06.47 The payroll systems user outputs produced must inc.lude all Vou.chers and reports generated by the system is correct.
necessary to recognize payroll expenses and authorize related disbursements. 1) Create or select transaction(s) to access the system(s); 2) Process the transaction(s); 3) Determine and identify the user outputs used to
generate payroll expense report(s); 4) Create or select a action(s) to produce an expense report(s); 5) Create or select transaction(s) to
process the selected action(s); 6) Process the transaction(s); 7) Produce the report(s); 8) Verify the report(s) shows the system correctly
recognizes payroll expenses.
1) Create or select data input file(s), in various media formats, for processing; 2) Create or select transaction(s) to access the system(s); 3)
07.06.51 The payroll system must be able to accept data from multiple media that recognizes Process the transaction(s); 4) Create or select action(s) to convert and process the input files; 5) Create or select transaction(s) to process the
T the unique data input requirements of interface systems. transaction(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system properly converted the
files to the system's own format.
1) Determine and identify the system(s) standard edit, validation and error correction requirements; 2) Create or select incoming data input
The payroll system must subject all transactions from interfacing systems to the ﬁlg(s) that contain errors; 3) Creat§ or select transaction(s) to access the system(s); 4) Process the transaction@); 5) Create or select
07.06.52 action(s) to convert and process the input files; 6) Create or select transaction(s) to process the selected transaction(s); 7) Process the

payroll system edits, validations, and error-correction procedures.

transaction(s); 8) Produce an error output file/report/query; 9) Verify the error output file/report/query shows the system the properly
detected the errors.
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The payroll system must be able to identify and process transactions that enter and

1) Create or select data input file(s), in various media formats, for processing; 2) Create or select transaction(s) to access the system(s); 3)
Process the transaction(s); 4) Create or select action(s) to convert and process the input files; 5) Create or select transaction(s) to process the

07.06.54 update the standard human resources/payroll system from other systems. selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the transactions update the
system correctly.
The payroll system must allow users to customize output for reporting and providing 1) Determine and identify the output interface requirements for the system(s); 2) Determine and identify the system(s) customizing properties
07.06.57 interfaces to other systems necessary to meet agency requirements for external The phrase "users" refers to|users can use to customize output files; 3) Create or select transaction(s) to access system(s); 4) Process the. tr.ansact.ion(s); 5) Create or
processing (e.g., retirement processing, general ledger posting, budget formulation, |any authorized person. select action(s) to customize an output file; 6) Create or select transaction(s) to process the selected customizing action(s); 7) Process the
budget reconciliation, and budget execution). transaction(s); 8) Produce the output file; 9) Verify the output file shows the system properly adapted the customizing transactions selected.
1) Create or select an employee(s) payroll record with overtime due for compensatory time earned and due payable at the end of the system(s)
. . . annual payroll period for processing; 2) Create or select transaction(s) to access the system(s); 3) Process the transaction(s); 4) Create or
The payroll system must capture the overtime rate in effect when compensatory time . . .
07.06.61 is carned for future pay out select a action(s) to close and process the payroll; 5) Create or select transaction(s) to process the selected action(s); 6) Process the
' transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system properly paid the employee(s) at the correct rate of
pay.
. 1) Determine the information needed to complete the ES 931; 2) Create or select an employee(s) payroll record for processing the ES 931; 3)
The payroll system must support the unemployment compensation for employees . . . . . .
07.06.62 processing and responding to ES 931 Request for Wage and Separation Information- Create or select transacnon(s) to access the system; 4) Progess the transaction(s); 5) Cregte or select action(s) to process the ED ?31 request;
UCFE requests 6) Create or select transaction(s) to process the selected action(s); 7) P.roce.ss the trgnsactlor}(s); 8) Produce the ES 931; 9) Verify the ES
) 931 shows the system correctly produced the unemployment compensation information required.
1) Determine and identify the data required to produce a notification of employee indebtedness; 2) Create or select an employee(s) payroll
record for processing; 3) Create or select transaction(s) to access the system; 4) Process the transaction(s); 5) Create or select action(s) to
07.06.63 To support pay processing, the payroll system must maintain data to support access an employee(s) payroll record and review indebted information; 6) Create or select transaction(s) process the selected action(s); 7)
o preparation of notifications of employee indebtedness. Process the transaction(s); 8) Produce a report/query; 9) Verify the report/query shows the system maintains the required indebtedness
information; 10) Create or select a transaction(s) to create a indebtedness notification; 11) Process the transaction(s); 12) Produce the
notice; 13) Verify the system can generate the notice and it correctly shows the query showing all pertinent information.
. . . . . 1) Determine and identify the list of payroll and human resources reports needed by functional users; 2) Create or select transaction(s) to
To support internal reporting functions, the system must provide the capability to . . . . . . .
07.06.70 generate routine human resources and payroll reports that are prescribed by the access the syst.em(s), 3) Process the transac.tlon(s), 4) Create or select act.lon(s) to generate various routine payrollireport(s), 5) Create or
functional users. select transaction(s) to process the select action(s); 6) Process the transaction(s); 7) Produce the report(s); 8) Verify the report(s) shows the
system generated the required reports requested.
1) Determine and Identify data needed for verify and certify reconciliation of disbursement vouchers processed; 2) Create or select
To support reconciliation functions, the payroll system must provide disbursement employee(s.) payroll record for proce.gsir}g; 3) Create or select transaction(s) to access the system; ft) Process the transaction(s); 5). Create or
07.06.73 voucher data for verification and certification of the payroll process select a action(s) to produce reconciliation disbursement voucher data; 6) Create or select transaction(s) to process the selected action(s); 7)
’ Process the transaction(s); 8) Produce a report/query; 9) Verify the report/query shows the system correctly provided the requested data to
perform a reconciliation.
1) Determine and identify data needed to validate health insurance enrollment (provide the information to the carrier for reconciling the payroll
- . . and carrier records); 2) Create of select employee(s) payroll record to compile health insurance enrollment data; 3) Create or select
To support reconciliation functions, the payroll system must compile employee data . . . .
07.06.74 related to health insurance enrollment for validations purposes transaction(s) to access the system; 4) Process the transaction(s); 5) Create or select action(s) to compile the data; 6) Create or select
’ transaction(s) to process the selected action(s); 7) Process the transaction(s); 8) Produce a report/query; 9) Verify the report/query shows
the system properly compiled the health insurance enrollment data.
1) Determine and identify the payroll and personnel record retention guidelines; 2) Create or select transaction(s) to access the system(s); 3)
07.06.78 The system must maintain and/or dispose of personnel payroll records in accordance Process the transaction(s); 4) Create or select record(s) that are ready to be disposed of in accordance with the guidelines; 5) Verify the
' with Government wide and agency specific guideline. system currently maintains those records; 6) Create or select action(s) to advance the system time beyond the disposal date; 7) Create or
select transaction(s) to process the selected action(s); 8) Process the transaction(s); 9) Verify the system no longer contains the records.
1) Determine and identify the human resources and payroll system procedures for reconciling data residing within the systems with outside
The agency systems must provide for the reconciliation of human resources and system(s) data; 2) Determine and identify data from outside system(s) to use in reconciliation; 3) Create or select transaction(s) to access the
07.06.79 payroll data within the systems, for comparison and reconciliation with that of human resources and payroll system(s); 4) Process the transaction(s); 5) Create or select a action(s) to produce the pre-selected data needed

disbursing, accounting, and other administrative systems/subsystems/modules to
ensure accuracy, completeness, and data integrity.

to reconcile with the outside system(s); 6) Create or select transaction(s) to process the selected transaction(s); 7) Process the transaction(s);
8) Produce a report/query; 9) Verify the report/query shows the system produced the data needed to reconcile with the outside system(s) by
comparing the data to the outside system(s) data.
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7: Military Pay

The military pay system must compute a service member's monthly pay as if each

1) Create or select military pay record(s) for computing pay on a 30 day basis for processing; 2) Create or select transaction(s) to access the
military pay system; 3) Process the transaction(s); 4) Selecta 28,29 and a 31 day month for processing; 5) Create or select a action(s) to

07.07.01 th had 30 d calculate each months pay; 6) Create or select transaction(s) to process the selected action(s); 7) Process the transaction(s); 8) Produce the
fmonth ha ays. report/query; 9) Verify the report/query shows the system correctly calculated each months pay on a 30 day basis and did not compute the
pay for either 28, 29 or 31 days.
The military pay system must compute a service member's pay and allowances at the 1) Creatve or select military pay record(s) for computing pay on a 1/30 of the monthly rate basis for processing; 2) Create or select
. transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Select a number of days pay less than 30 day for
07.07.02 rate of 1/30 of the monthly rate for each day served when less than the full month is . . . .
served processing; 5) Create or select action(s) to calculate the selected days pay; 6) Create or select transaction(s) to process the selected action(s);
) 7) Produce the report/query; 8) Verify the report/query shows the system correctly calculated the pay for the number of days selected.
1) Create or select military pay record(s) showing a nonpay status to deduct 1/30th of 1 months pay basis for processing; 2) Create or select
- , . transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Select a number of nonpay status days pay less than 30
07.07.03 ii;?;?izﬁpaai;zs;erzt{:tﬁzt d(ier?;laalﬁgilh()f I month’s pay for each day the service day; 5) Create or select a action(s) to calculate the selected days pay to deduct; 6) Create or select transaction(s) to process the selected
pay & ’ action(s); 7) Process the transaction(s); 8) Produce the report/query; 9) Verify the report/query shows the system correctly calculated for
deduction the number of days selected.
1) Create or select military pay record(s) for individuals in an unauthorized pay status; 2) Select a beginning and ending date for the
. . , . unauthorized absence; 3) Create or select transaction(s) to access the military pay system; 4) Process the transaction(s); 5) Create or select
The military pay system must compute a service member's forfeiture of pay and . . . .
. . . action(s) to process the unauthorized pay status; 6) Create or select transaction(s) to process the selected action(s); 7) Process the
07.07.04 allowances for unauthorized absences and other lost time in accordance with Table 34 . . .
2. "DoDFMR." Volume 7A transaction(s); 8) Produce a report/query; 9) Verify the report/query shows the system correctly computed the amount of forfeiture of pay
’ ’ ’ and allowances for the number of days of unauthorized absence; 10) Verify the system correctly calculated the number of lost days; 11)
Verify the system increased the individuals separation date by the number of lost days calculated.
1) Create or select a military pay record(s) for review; 2) Determine and identify a current military pay chart that shows the annual gross pay
The military pay system must compute monthly pay by dividing the annual salary for the military pay record; 3) Create or select transaction(s) to produce a report/query for several months gross pay; 4) Process the
07.07.05 . . . . . e .
into 12 equal installments. transaction(s); 5) Produce the report/query; 6) Verify the report/query by matching the military pay chart with the report/query to ensure the
system correctly computed the months gross pay at 1/12 of the annual pay.
The military pay system must compute the pay of an enlisted member who accepts
an appointment as an officer at the. greater of: . . 1) Create or select a military pay record(s) for an enlisted member who accepted an appointment as an officer; 2) Create or select
1) The pay and allowances to which such member would be entitled if the member . 1 . .
. . . . transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the pay for the
had remained in the last enlisted grade held before the appointment as an officer and . . . . :
07.07.06 . R . . promotion from enlisted to officer; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7)
had continued to receive increases in pay and allowances authorized for that grade, . o
or Produce a report/query; 8) Verify the report/query shows the system promoted the individual and computed the pay at the greater of the
2) The pay and allowances to which the member thereafter becomes entitled as an enlisted or officer.
officer.
The military pay system must compute the pay of a warrant officer who accepts an
appointment as an officer at the greater of:
1) The pay and allowances to which the member thereafter becomes entitled as a
commissioned officer, or 1) Create or select a military pay record(s) for a warrant officer who accepted an appointment as an officer; 2) Create or select transaction(s)
2) The pay and allowances to which such member would be entitled if the member to access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the pay for the promotion from
07.07.07 had remained in the last warrant officer grade held before appointment as a warrant officer to officer; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a

commissioned officer and continued to receive increases in pay and allowances
authorized for that grade, or

3) The pay and allowances to which entitled under subparagraph 020301A,
"DoDFMR," Volume 7A, before appointment as an officer, in the case of an officer
who was formerly an enlisted member.

report/query; 8) Verify the report/query shows the system promoted the individual and computed the pay at the greater of the warrant officer
to officer.
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For reserve members called to active duty, the military pay system must compute the
pay and allowances for the necessary travel time from the reservist's home to first

1) Create or select a military pay record(s) for a reserve member called to active duty; 2) Create or select transaction(s) to access the military
pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute pay and allowances for travel time to and from the

07.07.08 . . . reservists duty locations; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a
duty station and from last duty station to home (Except when released from active . . .
. . . . . . report/query; 8) Verify the report/query shows the system correctly computed the pay for travel time between home and duty station and
duty for retirement, dismissed, discharged from active duty or upon resignation). return
1) Create or select several military pay records for members who took various types of authorized leaves (regular leave, convalescent leave,
. . .- emergency leave, etc); 2) Create or select transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Create or select
For service members on authorized leave the military pay system must compute pa . : . .
07.07.09 'y pay sy pute pay action(s) to process the different types of leaves; 5) Create or select transaction(s) to process the selected action(s); 6) Process the

and allowances in accordance with Table 3-1, "DoDFMR," Volume 7A.

transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system accurately computed the pay and allowances in
accordance with Table 3-1, "DoDFMR," Volume 7A.

High-level Combined Scenario for 07.07.10 and 07.07.11

The military pay system must compute pay and allowances for service members

1) Create or select military pay record(s) with various types of void, voidable or rejected enlistments; 2) Create or select transaction(s) to access‘
the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the pay and allowances for the month; 5)

07.07.10 ;lrelfif)r(ilsn:;(jaiaitrllotr:ﬂ;)lreie-tle H,%I:)eg;;[];{e,,Si/r‘;ii%nlen;?udulem enlistments for the Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the
’ ’ report/query shows the system accurately computed the pay and allowance in accordance with Table 4-1, "DoDFMR," Volume 7A.
The military pay system must compute the basic pay and allowances for a service 1) Create or se.lect military pay recor.d(s) for membefs Wh(.)SC physicall conditior.l would ordinarily warrant rejection .for military service bl.lt. was
member whose physical condition would ordinarily warrant reicction for milita not caught in time and now have various types of void, voidable or rejected enlistments; 2) Create or select transaction(s) to access the military
07.07.11 service. vet waspnoyt discovered at time of enlistmezllt Jin ductioanee Table 4-1 Yy pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the pay and allowances for the month; 5) Create or select
"DODF,I\BIIR " Volume 7A. ’ ’ transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows
’ the system accurately computed the pay and allowance in accordance with Table 4-1, "DoDFMR," Volume 7A.
The military pay system must compute special pay, continuation pay, bonuses 1) Create or §§lect military pay record(s) with various special, continuation, incentive,. bonuses, etc., pay; 2) Create or select transaction(s) to
07.07.12 incentive pay, etc., for service members as authoriz’e din "DoDFMR." Volumé 7A access the military pay sysFem; 3) Process the transactlon(.s); 4) Create or select actlon(s.) to compute the pay and allowances for th.e month;
Chapers 5 - 24. ’ ’ ’ 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the
report/query shows the system correctly computed the pay and allowances in accordance with "DoDFMR," Volume 7A, Chapters 5 - 24.
The military pay system must compute a service member's authorized allowances 1) Create or select military pay record(s) with authorized allowances; 2) Creat.e or select transaction(s) to access the military pay system; 3)
07.07.13 (BAS, BAQ, FSA., etc.) in accordance with "DoDFMR," Volume 7A, Chapters 25 - Process the transaction(s); 4) Create or select action(s) to compute the authorized allowances for the month; 5) Create or select
, , , , , p . . . .
31 transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows
the system correctly computed the authorized allowances in accordance with "DoDFMR," Volume 7A, Chapters 25 - 31.
1) Create or select military pay record(s) to compute an advance of pay and allowances; 2) Create or select transaction(s) to access the military
pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the authorized advance of pay and allowances; 5) Create
or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query
shows the system correctly computed the advance of pay and allowances in accordance with "DoDFMR," Volume 7A, Chapters 32.
The military pay system must compute advance pay and allowances, as well as 1) Create or select military pay record(s) to compute a casual payment; 2) Create or select transaction(s) to access the military pay system; 3)
07.07.14 casual and partial pay, as authorized in "DoDFMR," Volume Process the transaction(s); 4) Create or select action(s) to compute the authorized casual payment; 5) Create or select transaction(s) to
7A, Chapter 32. process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system
correctly computed the casual payment in accordance with "DoDFMR," Volume 7A, Chapters 32.
1) Create or select several pay record(s) to compute a partial payment; 2) Create or select transaction(s) to access the military pay system; 3)
Process the transaction(s); 4) Create or select action(s) to compute the authorized partial payment; 5) Create or select transaction(s) to
process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system
correctly computed the partial payment in accordance with "DoDFMR," Volume 7A, Chapters 32.
1) Create or select military pay record(s) for honorable discharge processing; 2) Create or select transaction(s) to access the military pay
07.07.15 The military pay system must compute payment for unused accrued leave for a system; 3) Process the transaction(s); 4) Create or select action(s) to compute the payment of unused accrued leave; 5) Create or select

service member who is discharged under honorable conditions.

transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows
the system correctly computed the unused accrued leave.
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07.07.16

The military pay system must compute a service members' allotments in accordance
with "DoDFMR," Volume 7A, Chapters 41 - 43.

Allotments are not
computed. The amounts
requested are deducted from
the military gross pay only
for payment just like a
benefit deduction.

1) Create or select military pay record(s) with various type of allotment deductions for processing; 2) Create or select transaction(s) to access
the military pay system; 3) Process the transaction(s); 4) Create or select allotment action(s) for processing; 5) Create or select
transaction(s) to process the selected allotment action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the
report/query shows the system correctly deducted the allotment amounts from the military pay in accordance with "DoDFMR," Volume 7A,
Chapters 41 - 43.

07.07.17

No pay is lost for unauthorized absence on the 31st day of the month, except when it
is the first day of absence or when the employee is paid for the day under
"DoDFMR," Volume 7A, Chapter 02, 020201A.

1) Create or select military pay record(s) with an unauthorized absence starting on the 31st day of the month; 2) Create or select transaction(s)
to access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to process the unauthorized absence; 5) Create
or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query
shows the system correctly computed the loss of pay and allowances for the 31st day of the month.

1) Create or select military pay record(s) with an unauthorized absence not starting on the 31st day of the month; 2) Create or select
transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to process the unauthorized
absence; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8)
Verify the report/query shows the system did not compute a loss of pay and allowances for the 31st day.

07.07.18

The military system must consider that absence on the 28th of February in a nonpay
status in a non-leap year results in loss of pay for 3 days. If member is absent only
on the 28th day of February in a leap year, deduct the pay for 1 day for the 28th. If
absence occurs on the 29th of February, deduct pay for 2 days. When payment is
made under subparagraph 020201.B on the basis of each day actually served, deduct
only for the actual period of unauthorized/ authorized absence.

1) Create or select military pay record(s) with an unauthorized absence on the 28th day of February in a Non leap year; 2) Create or select
transaction(s) to access the military pay system; 3) Process the transaction(s) 4) Create or select action(s) to compute the unauthorized
absence that will result in a loss of pay and allowances for 3 days in February; 5) Create or select transaction(s) to process the selected
action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system correctly computed they
loss of 3 days pay and allowances for the unauthorized absence.

1) Create or select military pay record(s) with an unauthorized absence on the 28th day of February in a Leap year; 2) Create or select
transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the unauthorized
absence that will result in a loss of pay and allowances for 1 day in February; 5) Create or select transaction(s) to process the selected
action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system correctly computed they
loss of 1 days pay and allowances for the unauthorized absence.

1) Create or select military pay record(s) with an unauthorized absence on the 29th day of February in a Leap year; 2) Create or select
transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the unauthorized
absence that will result in a loss of pay and allowances for 2 days in February; 5) Create or select transaction(s) to process the selected
action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system correctly computed they
loss of 2 days pay and allowances for the unauthorized absence.

07.07.24

The military pay system must compute payment on behalf of mentally incompetent
members, missing members, missing in actions members, or interned payment to
dependents.

1) Create or select military pay record(s) for members mentally incompetent, missing, missing in action, or interned; 2) Create or select
transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute payments on behalf of
the members; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query;

8) Verify the report/query shows the system correctly computed the payment(s) correctly on the members behalf.

07.07.25

The military pay system must compute payments on behalf of deceased members.

1) Create or select military pay record(s) for deceased members; 2) Create or select transaction(s) to access the military pay system; 3)
Process the transaction(s); 4) Create or select action(s) to compute payments for the deceased members; 5) Create or select transaction(s) to
process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system
correctly computed the deceased members payment(s).

07.07.26

The military pay system must compute benefits for members held as captives.

1) Create or select military pay record(s) for members held as captives; 2) Create or select transaction(s) to access the military pay system; 3)
Process the transaction(s); 4) Create or select action(s) to compute payments for the captive members; 5) Create or select transaction(s) to
process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system
correctly computed the payments for the captive members.

07.07.27

The military pay system must be able to compute payments to service academy
cadets and midshipmen, prep school students, service academy officials and aviation
cadets.

1) Create or select military pay record(s) for service academy cadets and midshipmen, prep school students, service academy officials and
aviation cadets; 2) Create or select transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Create or select
action(s) to compute payments for the members; 5) Create or select transaction(s) to process the selected action(s); 6) Process the
transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system correctly computed the pay for the members.
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1) Create or select military pay record(s) that have deductions for the Armed Forces Home and Serviceman's Group Life Insurance benefit
deductions; 2) Create or select transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to
process the deductions; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a

The military pay system must be able to compute deductions for Armed Forces report/query; 8) Verify the report/query shows the system correctly deducted the benefit amounts requested.

Home, Service members group life insurance, forfeitures of pay resulting from non-
judicial punishment or from court martial sentence, and stoppages and collections not
resulting from a court martial.

07.07.29 1) Create or select military pay record(s) for members with forfeitures of pay and allowances resulting from non-judicial punishment or court

martial sentences, and stoppages and collections not resulting from a court martial; 2) Create or select transaction(s) to access the military pay
system; 3) Process the transaction(s); 4) Create or select action(s) to process the forfeitures of pay and allowances; 5) Create or select
transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the
system correctly computed deduction of the forfeitures of pay and allowances.

1) Create or select military pay record(s) that have deductions for voluntary private health insurance and the dependent dental plans; 2) Create
The military pay system must be able to compute the deductions for voluntary private or select transaction(s) to access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to process the

heath insurance and dependent dental plans. deductions; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8)
Verify the report/query shows the system correctly deducted the requested amounts.

07.07.30

1) Create or select military pay record(s) for a reserve component member not on extended active duty; 2) Create or select transaction(s) to
The military pay system must be able to compute pay and allowances for members of access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the pay and allowances for the number
a reserve component not on extended active duty for the number of drills performed. of drills performed; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a
report/query; 8) Verify the report/query shows the system correctly computed the pay and allowances for the number of drills performed.

07.07.31

1) Create or select military pay record(s) for a senior reserve officer training corp. member; 2) Create or select transaction(s) to access the
military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the pay and allowances for the member; 5)
Create or select transaction(s) to process the select action(s); 6) Process the selected action: 7) Produce a report/query; 8) Verify the

The military pay system must be able to compute payments to senior reserve officer report/query shows the system correctly computed the pay and allowances for reserve officer training corp. member.

training Corp personnel and stipend and financial assistance program recipients. 1) Create or select a financial assistant program recipient(s) due a stipend; 2) Create or select transaction(s) to access the military pay system;
3) Process the transaction(s); 4) Create or select action(s) to process the stipend; 5) Create or select transaction(s) to process the selected
action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system correctly processed the
stipend for payment to the recipient.

07.07.32

Page 38 of 71



DRAFT

07.07.33

The military pay system must be able to compute bonuses for the members of the
Individual Ready Reserves, make stipend payments to health professionals, and
bonuses to Nurse Officer Candidates.

Chapter 8: Funds Control and Budgetary Accounting

1) Create or select military pay record(s) for Individual Ready Reserve members due a bonus payment(s); 2) Create or select transaction(s) to
access the military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the bonus payment(s); 5) Create or
select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query
shows the system correctly computed the bonus payment(s) for the Individual Ready Reserve member.

1) Create or select military pay record(s) for health professionals due a stipend payment(s); 2) Create or select transaction(s) to access the
military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the stipend payment(s); 5) Create or select
transaction(s) to process the selected action(s); 6 Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows
the system correctly computed the stipend payment(s) for the health professionals.

1) Create or select military pay record(s) for Nurse Officer Candidates due a bonus payment(s); 2) Create or select transaction(s) to access the
military pay system; 3) Process the transaction(s); 4) Create or select action(s) to compute the bonus payment(s); 5) Create or select
transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows
the system correctly computed the bonus payment(s) for the Nurse Office Candidates.

1: Record Budget Authority/Fund Allocation
.. . . e Assumption: The
The system must be able to divide amounts available for obligation by specific time apportionment is in
08.01.16 periods (usually quarterly), activities, projects, objects, or by combinations of these pportionmey 1s The scenario for this FFMR is pending.
categories response to a departmental
) request made on SF 132
2: Maintain Fund Availability
1) Create or select transaction(s) to perform a daily cycle update of the system; 2) Process the transaction(s); 3) Create or select action(s) to
. generate General Ledger account reports for review; Create or select transaction(s) to process the selected action(s); 4) Process the
The system must ensure the amount reflected in the funds control structure agrees . . . .
08.02.08 with the sencral ledeer a nt balances at the end of each updat | transaction(s); 5) Create or select transaction(s) to produce a report/query of the funds control structure; 6) Process the transaction(s); 7)
© generat fedger accou ces ¢ end ot each update cycle. Produce both reports; 8) Verify the system generated report(s) in the fund control structure are in agreement with the General Ledger account
balances.
1) Create or select a transaction(s) to produce a report/query of funding amounts; 2) Process the transaction(s); 3) Produce the report/query;
The system must maintain the original funding amounts separate from the 4) Create or select transaction(s) to generate a report of reprogramming amounts; 5) Process the transaction(s); 6) Produce the report/query;
08.02.14 reprogramming amounts, yet be able to combine the two at the appropriate levels for 7) Verify the report(s)/query(s) show the system can list the funding amounts separately from the reprogramming amounts. 8) Create or
funds control checking. select transaction(s) to generate a report/query of combined funding and reprogramming amounts; 9) Process the transaction(s); 10) Produce
the report/query; 11) Verify the report/query shows the system can combine the amounts for control checking.
1) Create or select multi-year reimbursable customer order(s) that have an unobligated balance at year-end; 2) Select transaction(s) to execute
year-end closeout and produce report(s) for the ending fiscal year-end unobligated balances; 3) Process the transaction(s); 4) Produce the
In the case of multiple-years appropriation accounts whose periods of availability for report(s); 5) Select transaction(s) to execute year-end rollover procedures and advance the system to the new fiscal year; 6) Process the
08.02.17 obligation overlap, the system must apply reimbursable customer orders and their transactions; 7) Verify the system correctly advanced to the new fiscal year; 8) Select transaction(s) to generate report(s) for the new fiscal
o related transactions only to the most current account available during the period the year that reflect the beginning unobligated balances; 9) Process the transaction(s); 10) Produce the report(s); 11) Verify the report(s) show
orders were received. the unobligated ending balances become the new beginning balances; 12) Select transaction(s) to process the reimbursable customer order(s)
received and produce subsequent report(s); 13) Process the transaction(s); 14) Produce the report(s); 15) Verify the report(s) shows the
system processed the reimbursable order(s) against the most current account available.
The system must be able to identify the unobligated balances and unpaid obligations 1) Create or select tran.sactlon(s) to generate report(s) that 1dent1.fy all unobligated and unpaid obligated bala.nces.for expired approprlatlons;
08.02.18 . Y . . 2) Process the transaction(s); 3) Produce the report(s); 4) Verify the report(s) shows the system correctly identifies all unobligated and
of all expired appropriations at the time they expire. . . . e
unpaid obligations for the expired appropriations.
The system must identify the unobligated balances and unpaid obligations of all 1) Create or select tran.sactlon(s) to generate report(s) that 1dent1.fy all unobligated and unpaid obligated bala.nces.for canceled z.ipproprlatlons;
08.02.19 o . 2) Process the transaction(s); 3) Produce the report(s); 4) Verify the report(s) shows the system correctly identifies all unobligated and
canceled appropriations at the time they are canceled. . . .
unpaid obligations at the time they canceled.
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3: Record Commitments, Obligations and Expenditures

08.03.05

The system must be able to partially liquidate commitments in the case of partially-
obligated requisitions.

1) Create or select requisition(s) action(s) for processing a commitment; 2) Create or select transaction(s) to process the selected action(s); 3)
Process the transaction(s); 4) Select action(s) to partially process an obligation against the requisition; 5) Create or select transaction(s) to
process the selected action(s); 6) Process the transaction(s) 7) Produce a report/query; 8) Verify the report/query shows the system partially
liquidated the commitment by the amount of the partial obligation and the commitment balance correctly shows the remaining balance
available for obligation.

FFMRs 08.03.07 and 08.03.25 can be tested jointly in an end-to-end environment.

The system should be able to record commitments to cover contingent liabilities for

Must test all steps to prove

1) Create or select a contract that currently resides within the system; 2) Create or select receipt(s) or invoice(s) action(s) to increase

08.03.07 rice or quantity increases and other variables related to contracts the FFMR in an integrated |contingent liabilities for price or quantity increases or other variables to the contract; 3) Create or select transaction(s) to process the selected
p d Y ) environment. action(s) to record the applicable variance upward adjustment to the commitment (DR Allotment 4610, CR Commitment 4700); 4) Process
If the system doesn't process|the transaction(s); 5) Select transaction(s) to record the applicable variance upward adjustments to the obligation (DR Commitment 4700, CR
08.03.25 The system should be able to record obligations for contingent liabilities for which ~ |commitments, then only Obligation 4801); 6) Process the transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system correctly adjusted
o the contingent condition(s) have materialized. 08.03.25 and steps 2 and 3  |the commitment; 9) Verity the report/query shows the system correctly adjusted the obligation for which the contingent condition(s)
apply. materialized.
. 1) Create or select obligated and unobligated balance action(s) for cancellation upon year-end closing on 30 September of the 5th fiscal year;
Reminder: No new . . . .
. . - 2) Create or select transaction(s) to process the selected action(s) to perform year-end closing and generate a year-end Trial Balance; 3)
The system must be able to cancel obligated and unobligated balances on September |obligations or P the t tion(s): 4) Produce the Trial Bal rt(s): 5) Verify the obligated and unobligated bal f lati
08.03.26 30th of the 5th fiscal year after an appropriation's period of availability for incurring |disbursements can be rocess the transaction(s); roduce the Irial balance repor(s), erify the obligated and unobligated balances for cancellation are

new obligations expires.

posted against canceled

present; 6) Select transactions to perform year-end rollover to the new fiscal year and generate a Trial Balance; 7) Process the transaction(s);
8) Produce the new fiscal year Trial-Balance report(s); 9) Verify the report(s) show the system correctly roll-over the balances to the new

appropriations fiscal year and deleted the cancelled obligated and unobligated balances.
4: Fund Analysis
The system must be able to track obligation adjustments and disbursements that 1) Create or select obligation adjustment(s) and disbursement(s) for a canceled appropriation charged against the current year appropriation;
08.04.11 previously would have been chargeable to the cancelled appropriation account but 2) Select transaction(s) to process the adjustments; 3) Process the transaction(s); 4) Produce a report/query; 5) Verify the report/query
were charged to current appropriations. shows the system accurately tracks the adjustment transactions based on the current tracking rules.
Discuss with the PMO the
generation 9f supporting 1) Create or select a report(s) that will list current and prior years appropriations including expired appropriations (Note: The list should
The system must maintain appropriation and fund identification for current and prior documentation for use to include information such as the document number, expiration date, obligated and unobligated balance for those appropriations); 2) Select
08.04.12 Y pprop PHOT atisfy this FFMR and how > CXp » OVIS & pprop :

years, including tracking those funds for which the period for obligation has expired.

the system differentiates
between expired and
unexpired funds.

transaction(s) to generate the report(s); 3) Process the transaction(s); 4) Produce the report(s); 5) Verify the report(s) show the system can
maintain appropriation and fund identification for current and prior years and track funds where the period of obligation has expired.

6: Reporting

The system must support the entity's financial statements disclosure of two categories

1) Create or select several months Trial Balance report(s) for processing; 2) Create or select action(s) to validate the obligated balance not yet
disbursed and the unobligated balance are disclosed within the entity's Fund Balance with the Treasury; 3) Create or select transaction(s) to

08.06.02 of funds within the entity's Fund Balance with Treasury account: the obligated process the selected action(s) to generate the reports; 4) Process the transactions; 5) Produce the reports; 6) Verify the a Trial Balance
balance not yet disbursed, and the unobligated balance. reports shows the Fund Balance with Treasury (SGL 1010) equals the sum of obligated balance, not disbursed (e.g. SGL 4801, 4901) and
unobligated balance (e.g. SGL 4620).
1) Create or select the financial statement(s) of an entity for processing; 2) Create or select action(s) that will generate a report to support the
The system must support the entity's financial statements disclosure of restrictions on disclosure of restrictions on unobligated balances; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
08.06.03 unobligated balances (such as balances restricted for future use and not apportioned transaction(s); 5) Produce the statement(s); 6) Demonstrate (using the statements) how the system will identify an entity's restrictions on

for current use).

unobligated balances (i.e., use of footnotes, individual codes, etc); 7) Demonstrate transmission of this information to support disclosure in
the applicable financial statement(s).
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The system must support the entity's explanation of discrepancies between its Fund
Balance with Treasury account and the corresponding balance in the US Treasury's

Assume that the
reconciliation procedure is

1) Create or select the financial statement(s) of an entity for processing; 2) Create or select action(s) to generate the financial statement(s) to
support using notes to explain discrepancies between its Fund Balance with the Treasury account and the U.S. Treasury's account; 3) Create

08.06.04 . . . . . . or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the financial statement(s); 6) Verify the
account. The causes of such discrepancies must be described in the notes to financial |covered in another . . . . o .. .
. statement(s) show the system is correctly using notes to explain discrepancies; 7) Demonstrate transmission of this information to support
statements. requirement. . . . .
disclosure in the applicable financial statement(s).
. . 1 £ lect a "Status of F " rt(s) fe ing; 2) Create or select action(s) to generate a report of an SF 133 for an entity that
The system must support presenting: 1) total budgetary resources available to the ). Create or select a "Status of Funds" repo (.s) OF Processing; ) . . (s)tog port . . Y
. . . . . . will present the total budgetary resources available to the entity during the period, the status of those resources (including obligations
08.06.05 entity during the period. 2) the status of those resources, including obligations . . . .
. incurred), and any outlays; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the
incurred. 3) any outlays. . . . . .
SF 133 report(s); 6) Verify the report(s) show the system displayed the applicable specified items.
. . - . e 1 £ lect the fi ial stati t f tity fa ing; 2) Create or select action(s) to generate a report(s) that will include a
An entity should include in its financial statements a statement of reconciliation that ,,) Create or se ectHhe 1n":1nc1a stateme n.(s) o' afl ety ToF processing, ) (s)tog . P (s) .
. . . . . . Statement of Financing." for reconciliation that explains the relationship between budgetary resources obligated during the period and the net
08.06.07 explains the relationship between budgetary resources obligated during the period . . . . . )
and the net cost of operations cost of operation; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the
) statement(s); 6) Verify the statement(s) shows the system includes the "Statement of Financing" for reconciliation's.
. . L . 1 i lect the fi ial stati t(s) of tity fa ing; 2) Create or select action(s) to generate report(s) that includes a
The system must support the presentation of information in a way that clarifies the ,,) Create or se e.c e.: 1n":1n01a s.a emen (S).O an.en 1y forp roc.ess1pg, ) . 5 ( .) & port(s) . .
. . L . . Statement of Financing." to clarify the relationship between obligations basis of budgetary accounting and the accrual basis of financial
08.06.08 relationship between the obligation basis of budgetary accounting and the accrual . . . .
basis of financial accounting accounting; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the statement(s);
) 6) Verify the statement(s) show the system includes the "Statement of Financing" to clarify the relationships.
apte Acco Payable (P4 e anageme

2: Recognize Liabilities/Establish Payables

The system must define tolerances used for quantity variances between receiving
reports and the obligating documents. The system should identify goods or services

1) Create or select a receiving report for processing; 2) Determine if the system has tolerance level for the quantity variances; 3) Select
action(s) to process the receiving report quantity against the obligating document quantity which exceeds the tolerance level; 4) Create or select]
transaction(s) to process the selected ction(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the

09.02.19 rejected if this tolerance is exceeded and provide for overrides by authorized system identifies and rejects such goods or services that exceed the tolerance level; 8) Select an authorized user to process override
personnel. (Per OUSD(C) Accounting Policy, for all override actions a history file transaction(s); 9) Create or select override action(s) for processing; 10) Create or select transaction(s) to process the selected action(s); 11)
should be automatically recorded for proper certification and post payment audits.) Process the transaction(s); 12) Produce a report/query; 13) Verify the report/query shows the system correctly overrided the previous

transaction(s) and allowed the inputs to process.
1) Obtain the interest rate table issued by the U.S. Treasury; 2) Create or select action(s) to produce the interest table residing and maintained
within the system; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the

09.02.20 The system must use the correct interest rate (issued by the US Treasury every 6 report/query; 6) Verify the report/query shows the system table matches the U.S. Treasury table; 7) Create or select an invoice for pro.cess%ng

o months, beginning January 1 and July 1 of each year) for prompt payment of interest. where the correct interest rate is used to calculate the interest incurred to be paid promptly; 8) Create or select action(s) to process the invoice;
9) Create or select transaction(s) to process the selected action(s); 10) Process the transaction(s); 11) Produce a report/query; 12) Verify
the report/query shows the system correctly calculated the interest incurred.

1) Determine and identify the "shipping terms" for an available purchase order invoice; 2) Create or select a "title to goods is accepted" date

for the invoice; 3) Create or select action(s) for processing to recognize a liability for the unpaid amount of the goods; 4) Create or select
When an entity accepts title to goods, whether the goods are delivered or in transit, |Instead of the using the transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows
the system must recognize a liability for the unpaid amount of the goods. If invoices |"Estimated Amount", use |the system correctly recognized a liability for the amount of the unpaid goods.

09.02.22 for those goods are not available when financial statements are prepared, then the the "Purchase Order (PO)  [1) Determine and identify the "shipping terms" for a purchase order invoice that is not available when financial statements are prepared; 2)
amounts owed must be estimated. Amount" for DoD business |Create or select a "title to goods is accepted" date for the missing invoice; 3) Create or select action(s) for processing to recognize a liability

practices. for the unpaid amount of the goods; 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6)
Produce a report/query; 7) Verify the report/query shows the system correctly recognized a liability for the amount of the unpaid goods for the
missing invoice.
The system must record interest payable for the amount of interest expense incurred 1) Create or select a loan(s) (su.ch as b(?rrowing from the VU.S. Treasury or other entities) for processing; 2) Create or select action(s) to
09.02.23 and unpaid. record an accounts payable for interest incurred and unpaid (DR 6310, CR 2140); 3) Create or select transaction(s) to process the selected

action(s) to record the interest; 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system
correctly recorded an accounts payable for the unpaid interest incurred.
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The system must identify interest payable to federal entities separately from interest

1) Create or select loan(s) for processing; 2) Create or select action(s) to record an accounts payable for unpaid interest incurred and payable
to a Federal entity an unpaid interest incurred and payable to the public; 3) Create or select transaction(s) to process the selected action(s); 4)

09.02.24 payable to the public. Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly recorded and accounted for the
accounts payable for the Federal Entity separately from the public.
. . . . i ing; i that will d th t: le;
When evidence of performance is received, the system must record the transaction 1) Create or select an eV1d§nce of performance document(s? for processing; 2) Create or.select action(s) that will record the accounts payable;
. . . . . 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
09.02.27 simultaneously in the budgetary accounts as accrued expenditures unpaid and in the L . .
. report/query shows the system correctly recorded the accounts payable within the proprietary accounts and simultaneously recorded an
proprietary accounts as an accounts payable. . o
accrued expenditure unpaid within the budgetary accounts.
1) Create or select an invoice(s) without the corresponding receiving report or and/or communication that has determined the receiving report is
missing for processing; 2) Create or select action(s) post the invoice in the system; 3) Create or select transaction(s) to process the selected
The system must identify those instances where an invoice is missing a receiving action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly posts the invoice
09.02.28 report or an acceptance and communicate that it is missing. It must also identify and places it on hold pending receipt of the receiving report.
o when goods or services have been received and accepted without an invoice being 1) Create or select a receiving report(s) that is missing an invoice for processing; 2) Create or select action(s) to post the receiving report
recorded. within the system; 3) Create or select transaction(s0 to process the selected action(s); 4) Process the transaction(s); 5) Produce a
report/query; 6) Verify the report/query shows the system correctly posted the receiving report (DR 6100, 4801 - CR 2110, 4901) without
receipt of the invoice; 7) Verify the system can determine what receiving reports where processed without an invoice.
. . . 1 t lect t t(s) that t part of th 1 itment, obligation, t h
The system must allow transactions to be entered directly for those events that will ) Create or selec emergency paymen (s) document (s.,) at are not part of the normal commitment, ob.lga ion and payment process (such as
. . .. a travel advance) for processing; 2) Create or select direct input action(s) to process the document(s) directly into the system; 3) Create or
result in payment but are not part of the normal commitment, obligation, and . . - .
09.02.30 matching pr select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
ching process. shows the system accepted the direct input transaction(s) and posted them correctly (DR 1411, CR 1012); 7) Discuss with the PMO how the
emergency payment process works. NOTE: Prior approval for emergency payments usually must be obtained before processing.
Question: s the last clause |1) Create or select an electronic invoice(s) with an invalid vendor identification for processing; 2) Create or select action(s) to process the
The system must reject interfacing system transactions which do not have a valid no longer valid for DOD?  |electronic invoice(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Verify the system
09.02.31 vendor identified, except when overrides are properly authorized. (Per OUSD(C) Answer: No. The immediately rejects the transaction(s) and produces an errors message or statement that the vendor identification is invalid; 6) Create or
o Accounting Policy, for all override actions a history file should be automatically designated authority can select action(s) to override the rejection; 7) Create or select transaction(s) to process the selected action(s); 8) Process the transaction(s); 9)
recorded for proper certification and post payment audits.) authorize the override to the | Verify the system accepted the override and creates a history file(s) for later certification, posts payment audits, and allows the transaction(s)
central contract registry. to process for payment.
1) Create or select contract(s) that have not been completed and will not be paid until successful completion of the contract(s) for processing;
s 2) Create or select action(s) for processing that will record the accounts payable liability (DR 1722, CR 2130); 3) Create or select
09.02.34 Th t t reflect contractual hol ks as liabilities. . . . ’ o
¢ system must reflect contractual holdbacks as liabilities transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
the system correctly recorded the accounts payable liability for later payment after successful completion of the contract.
. . 1) Create or select contract(s) for facilities or equipment constructed according to the contract(s) for processing; 2) Create or select action(s)
e . . . . Many different scenarios . . . . ]
09.02.37 When facilities or equipment are constructed according to contract specification, the could be used to prove this that will record the accounts payable against the contract(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process
o system must record a payable for the estimated work completed. FFMR the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly recorded the accounts payable liability
for payment.
. . 1) Create or select document(s) not covered by normal budgetary resources for processing; 2) Create or select action(s) to record the
Thy . t tify t 1 t t . ! . ? .
09.02.38 @ system must identify accounts payable not covered by budgetary resources accounts payable; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
report/query; 6) Verify the report/query shows the system correctly recorded the accounts payable liability.
. o i i i li te fi ing; 2 t lect
The system st record advances and prepayments (recived rom other et for || S RIERL T TR e e T er uent bt (Expected Outpts DR 1010, CR 2310y, 3 Cretearselet -
09.02.39 goods to be delivered or performed) as other current liabilities. P pay P put: ’ ;

delivered indicates a future
date

transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
the system correctly recorded the accounts payable as "other current liabilities."
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09.02.44

The system must allow vendors to be added to or deleted from the vendor file if there
is proper authorization.

1) Create or select vendor(s) for processing, with proper authorization, to add to the system's vendor files; 2) Create or select action(s) to add
the vendor; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Prepare a report/query; 6)
Verify the report/query shows the system corrected added the vendor(s) to the file.

1) Create or select vendor(s) for processing, with proper authorization, to delete from the system's vendor files; 2) Create or select action(s)
to delete the vendor; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Prepare a
report/query; 6) Verify the report/query shows the system corrected deleted the vendor(s) to the file.

1) Create or select vendor(s) for processing, without proper authorization, to add or delete from the system's vendor files; 2) Create or select
action(s) to attempt to add or delete the vendor(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the
transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system did not add or delete the vendor without the proper
authorization.

09.02.46

The system must report current liabilities due to federal entities separately from those
due to employees and the public.

1) Create or select action(s) to generate financial report(s) of current accounts payable liabilities; 2) Create or select transaction(s) to process
the selected action(s); 3) Process the transaction(s); 4) Produce the financial report(s); 5) Verify the financial reports show the system
reports current liabilities due to the federal entities separately from those due employees and the public.

3: Schedule Payments for Disbursement

The system must be able to record the details (invoice numbers, voucher numbers,

1) Create or select payment voucher(s) for processing; 2) Create or select action(s) to prepare and process a consolidated payment for
disbursement; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select action(s)
to generate an Advice of Payment (AOP) listing showing the vouchers selected; 6) Create or select transaction(s) to process the selected

09.03.06 contract number, efc.) of a consolidated payment. action(s); 7) Process the transaction(s); 8) Produce the listings; 9) Verify the listings display the vouchers selected, to include specific
information as suggested within the FFMR, (i.e., invoice number, voucher numbers, contract number, payee name, etc.) for consolidated
payment.

The system must be able to prepare separate schedules for the general classifications 1) Create or select several payment vouchers for processing; 2) Create or select action(s) to process each classification of payments (such as

09.03.07 of payment, such as travel vouchers, vouchers payable in foreign currency, vendor travel vouchers, vendor payment vouchers, etc) and produce a schedule of payments; 3) Create or select transaction(s) to process the selected

o payment vouchers, transportation vouchers, etc. action(s); 4) Process the transaction(s); 5) Produce the schedules; 6) Verify the schedules produced are correct and accounted for each
classification of payment separately.
1) Create or select payment voucher(s) that have been paid for processing with different Agency Identification Numbers (AIN); 2) Create or
The system must cross reference each voucher to the voucher schedule by agency select a action(s) to produce the payment vouchers; 3) Create or select transaction(s) to process the selected action(s); 4) Process the

09.03.08 identification numbers and be able to match one with the other. transaction(s); 5) Produce the payment vouchers; 6) Create or select action(s) to produce the payment voucher schedule(s); 7) Create or
select transaction(s) to process the selected action(s); 8) Process the transaction(s); 9) Produce the voucher schedules; 10) Verify the
payment vouchers are cross referenced by AIN on the voucher schedules and can be tracked accurately.

1) Create or select payment voucher(s) that have been processed; 2) Create or select action(s) to generate a report/query of the payment

09.03.09 The system must assign a unique identification number to each voucher that will be vouchers; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6.)

o used for accounting and auditing purposes. Verify the report/query shows the system assigned a unique identification number (voucher number) to each voucher to be used for accounting
and auditing purposes.
This FFMR may not be
required in the DCII like
. . . . environment in the future as 1) Create or select payment voucher(s) that have been processed; 2) Create or select a action(s) to generate a report/query of the payment
The system must record, in the accounting classification space on each voucher, the (long as . ; . ; . . .
09.03.10 account symbol or other reference number which identifies the specific accounting/appropriation Vou.chers, 3) Create or select transaction(s) to process the selecte.d actlon(s), 4.) Process the transaction(s); 5) Produce the report/query; §)
. . o . Verify the report/query shows the system recorded in the accounting classification space the account symbol or other reference number which
appropriation(s) affected. information is easily identifies the specific appropriation(s) affected
accessible and can be traced '
back to the voucher
number.
1) Obtain procedures for scheduling payments of $100 million and over; 2) Create or select payment voucher(s) that have been processed for
09.03.11 The system must schedule payments that are $100 million or more by preparing payments of $100 million and over; 3) Create or select action(s) to generate a report/query of the payment vouchers; 4) Create or select

multiple payment records.

transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce the report/query; 7) Verify the report/query shows
the system schedule and split and recorded the payment(s) into multiple payments and schedules.
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The system must generate a report listing any payments scheduled on a particular

1) Create or select payment voucher(s) paid on different days for processing; 2) Create or select action(s) to generate a report/query showing
the payments scheduled, by day, for each day selected; 3) Create or select transaction(s) to process the selected action(s); 4) Process the

09.03.13 day. transaction(s); 5) Produce the report/query; 6) Verify the report/query shows the system displayed the payments scheduled correctly and
listed the payments based on the due.
The system must recognize payments for services of a continuing nature which are 1) Create or select recurring payme.nt(s) paid for processing services of a continuing nature which are performe.d under agency-vendor
. . agreements; 2) Create or select action(s) to process the related payment vouchers; 3) Create or select transaction(s) to process the selected
09.03.14 performed under agency-vendor agreements. Such payments, which are for definite . . . .
. . . action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system scheduled the recurring
amounts at fixed intervals, may not be made without submission of vouchers. .
payment(s) to be paid on the schedule payment date.
1) Select several days payment voucher(s) for comparison; 2) Create or select action(s) to produce a pending voucher schedule for the days
. . . . selected; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the pending voucher
The system must ensure that a comparison of the paid copy with the pending copy of . . .
. . schedule; 6) Create or select action(s) to produce a voucher schedule of paid vouchers for the selected days; 7) Create or select transaction(s)
09.03.16 the voucher-schedule is made. If any errors or alterations are noted, they must be . . .
reported immediately to the Inspector General's office and the disbursing officer to process the selected action(s) 8) Process the transaction(s); 9) Produce the paid voucher schedule; 10) Compare the two voucher
P Y P & ' schedules and look for errors or alterations are not present; 11) Discuss with the PMO the procedures for reporting immediately any
discrepancies found to the Inspector General's Office and the Disbursing Officer.
1) Create or select document(s) to prepare payment(s) using different forms of foreign currency; 2) Create or select input action(s) to process
. . . thy t t d 1 t h in th illed; 3 i lect t ti t the select
The system must schedule payments in the currency billed unless the payee is located the paymen document(s) and generate payment vouc er(s) in the currency billed; 3) Create or selec ransac ion(s) to process the selected
09.03.17 in a restricted nt - in AN eXCEsS Of NeAr-exce rren nt input action(s); 4) Process the transaction(s); 5) Produce the payment vouchers; 6) Create or select action(s) to produce a voucher
stnicted country, 0 exeess o "EXCess currency country. schedule; 7) Create or select transaction(s) to process the selected action(s); 8) Process the transaction(s); 9) Produce the voucher schedule;
10) Verify the payment vouchers and the voucher schedule show the payments will be paid in the currency billed.
1) Create or select contract(s) for payment without a payment due date specified; 2) Create or select input action(s) to process the contract
. . payment; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select action(s) to
09.03.19 The system must generate a payment due date of 30 days if a due date is not produce a voucher schedule for future contract payments; 6) Create or select transaction(s) to process the selected action(s); 7) Process the

specified in the contract.

transaction(s); 8) Produce the voucher schedule; 9) Verify the voucher schedule shows the system has automatically scheduled a payment
due date of 30 days in the future for the contract payment with no payment date specified.

5: Confirm and

Follow-up on Payments

09.05.11

The system must maintain an on-line history file of closed out documents for a user-
defined period of time.

1) Determine what the user-defined period of time is for closed out documents; 2) Determine a period of time in which to request information
on closed out documents from the systems on-line history files; 3) Create or select action(s) to generate a report/query from the on-line history|
file of closed out documents for the selected period of time; 4) Create or select transaction(s) to process the selected action(s); 5) Process the
transaction(s); 6) Produce the on-line report/query; 7) Verify the report/query shows the system can produce the information requested on
the closed out documents for the specified time.

6: Reporting

1) The requisition is the
request for services/goods;
2) The requisition reserves
funding for those

1) Obtain the aged requisition report format; 2) Create or select action(s) to generate an aged requisition report; 3) Create or select

09.06.01 The system must generate aged requisitions. services/goods. transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report; 6) Verify the report shows the format and
3) The FFMR refers to a data presented are accurate.
report showing all pending
requisition to be processed.
1) Obtain the aged outstanding obligation report format; 2) Create or select action(s) to generate an aged outstanding obligation report by
The system must generate aged outstanding obligating documents by entry date and "entry date"; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the obligation
09.06.02 expected receipt date. report by "entry date"; 6) Create or select action(s) to generate an aged outstanding obligation report by the "expected receipt date"; 7)

Create or select transaction(s) to process the selected action(s); 8) Process the transaction(s); 9) Produce the obligation report by the
"expected receipt date"; 10) Verify both reports show the format and data presented are accurate.
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09.06.03

The system must generate aged receiving reports without an acceptance.

1) Obtain the aged receiving report format; 2) Create or select action(s) to generate an aged receiving report without an acceptance; 3) Create
or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report; 6) Verify the report shows the
format and data presented are accurate.

09.06.04

The system must generate an aged, unmatched vendor invoice report.

1) Obtain the aged, unmatched, vendor invoice report format; 2) Create or select action(s) to generate an aged, unmatched, vendor invoice
report; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report; 6) Verify the
report shows the format and data presented are accurate.

09.06.05

The system must report the number, amount, and relative frequency of interest
penalties paid.

1) Create or select interest penalties paid for processing; 2) Create or select action(s) to generate a report on the number, amount, and
frequency of interest penalties paid; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
Produce the report; 6) Verify the report accurately includes all the data requested.

09.06.06

The system must generate the status and procurement history for documents such as
multi-task contracts, grants, and blanket purchase agreement.

1) Create or select multi-task contract, grant, and blanket purchase agreements for processing; 2) Create or select action(s) to generate a
report on the status of procurement history for the mentioned items; 3) Create or select transaction(s) to process the selected action(s); 4)
Process the transaction(s); 5) Produce the report; 6) Verify the report shows the system captured accurately the pertinent information such
as status and procurement history.

09.06.07

The system must produce a detailed listing by level of funds control and specific
contract for (1) commitment documents, (2) obligation documents, and (3)
expenditure of funds.

1) Create or select action(s) to generate a report(s) by level of funds control and specific contract for commitment documents; 2) Create or
select transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce the report; 5) Verify the report includes
pertinent information such as status of funds.

1) Create or select action(s) to generate a report by level of funds control and specific contract for obligation documents; 2) Create or select
transaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce the report; 5) Verify the report includes pertinent
information such as status of funds.

1) Create or select action(s) to generate a report by level of funds control and specific contract for expenditure of funds; 2) Create or select
tranaction(s) to process the selected action(s); 3) Process the transaction(s); 4) Produce the report; 5) Verify the report includes pertinent
information such as status of funds.

09.06.08

The system must generate a cash requirement projection report indicating the dollar
amount of disbursements due to be made on a particular day.

1: General Requirements

1) Obtain the cash projection requirement report format; 2) Create or select action(s) to generate the cash projection requirement report
indicating the dollar amount of disbursements due to be made on a particular day; 3) Create or select transaction(s) to process the selected
action(s); 4) Process the transaction(s); 5) Produce the report; 6) Verify the reports shows the format and data presented are accurate.

10.01.02

The travel system must incorporate the preparation approval and tracking of travel
and transportation authorizing documents, including fund certification; preparation
and authorization of travel advances; and computation, preparation, and approval of
travel vouchers.

1) Create or select a category of travel orders for fund certification; 2) Select input action(s) to prepare the funds for certification; 3) Create
or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Select transaction(s) to certify the funds; 6)
Certify the funds; 7) Produce the report/query; 8) Verify the report/query reflects the travel funds are available, approved for expenditure,
and can be tracked.

1) Create or select a request for advance of travel; 2) Verify the travel funds are certified; 3) Select input action(s) to prepare a travel
advance; 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Select transaction(s) to
approve the travel advance; 7) Process the transaction(s); 8) Approve the travel advance; 9) Produce the report/query; 10) Verify the
report/query shows the travel advance is correct, approved, available for payment; and can be tracked using a voucher number.

1) Create or select documents to process a request for travel settlement; 2) Verify the travel documents are correct; 3) Verify the funds are
certified; 4) Select input action(s) to prepare a travel settlement voucher; 5) Create or select transaction(s) to process the selected action(s);
6) Process the transaction(s); 7) Select action(s) to compute the settlement voucher; 8) Create or select transaction(s) to process the selected
action(s); 9) Process the transaction(s); 10) Select transaction(s) to approve the travel settlement; 11) Process the transaction(s); 12)
Produce the travel voucher; 13) Verify the travel voucher shows the system correctly prepared, computed, and certified the travel settlement
for payment.

10.01.03

The travel system must record travel expenses in a chronological and systematic
order.

1) Create or select different types of travel expense(s) with different dates; 2) Select actions(s) to input the travel expenses; 3) Create or select
transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select action(s) to input the travel expense
transaction(s) out of order; 6) Create or select transaction(s) to process the selected action(s); 7) Process the transaction(s); 8) Produce a
report/query; 9) Verify the report/query shows the system recorded the travel expenses in a chronological and systematic order.
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The travel system must document travel information so that it is easily and readily

1) Create or select a travel order(s) for review; 2) Create of select action(s) to generate a report of travel information for analysis, decision
support, operational control management, and external regulatory reports by level of funds control and specific contract for expenditure of

10.01.04 avallablle for f nalysis, decision support, operational control management, and funds; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report; 6) Verify
external regulatory reports. the report was easily and readily available and includes all the pertinent travel information.
For centralized control and system administration, the travel system must maintain 1) Obtain information on the master travel-related referential tables; 2) Create or select action(s) to generate reports of the various system(s)
10.01.08 various tables, such as locality/ M&IE allowances, locality/lodging rates, master travel-related referential tables 3) Create or select transaction(s) to process the selected action(s) 4) Process the transaction(s); 5)
travelers/government credit card data, and rental car rates/types. Produce a reports; 6) Verify the reports show the tables are in the system and match the referential tables.
1) Determine the procedures for interfacing with the Travel Management System (TMS) or appropriate Commercial Reservation System
The travel system must provide for interfacing with a Travel Management System (CRS); 2) Create or select a trip ticket request for processing; 3) Create or select input action(s) to process the request; 4) Create or select
10.01.09 (TMS) or appropriate Commercial Reservation System (CRS), arranging tickets and transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows
’ transportation and processing of claims from vendors related to the travel and the trip ticket request information is correct; 8) Select the appropriate transmission action(s) procedures for interfacing with the TM or CR
transportation documents. Systems; 9) Create or select transaction(s) to process the selected action(s); 10) Process the transaction(s); 11) Verify the trip ticket request
processed through to the TM and or CR Systems correctly for further processing.
The travel system must provide the capability to provide the user with prompts and
10.01.12 understandable, logically ordered screens to make the travel process as easy as Not Testable Not testable
possible.
The travel system must provide the appropriate levels of security to protect the 1) Determine appropriate level of security, for dat.a, system, and user access. 2) Create. or select action(s) to perform ne.gative tests by
10.01.13 integrity of the travel process and the content of the system attempting unauthorized access to the system and its data; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
' transaction(s); 5) Verify the system does not allow unauthorized access the system and its data.
1) Obtain the required standard data elements contained in the Federal Travel Regulation (e.g., from system's requirements document); 2)
10.01.14 The travel system must provide the capability to capture required standard data Create or select action(s) to produce a report/query showing the standard data elements; 3) Create or select transaction(s) to process the
o elements contained in the Federal Travel Regulation (FTR). selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6) Verify the report/query shows the system captured all the
data elements contained in the FTR.
The travel system must provide the ability to enter dates prior to, through, and 1) Create or select four (4) character travel. dates prior to, through, and bey(.)nd January 1, 2000; 2) Creat.e or select action(s) to input the
10.01.15 beyond January 1, 2000 dates selected; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query;
’ ) 6) Verify the report query shows the system accepted the dates selected and they are four (4) characters in length.
1) Create or select a travel request for a government travel charge card holder; 2) Create or select action(s) to process the travel request; 3)
10.01.16 The travel system must provide for the use of mandated Federal travel charge cards. Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
report/query shows the system indicates the traveler is a government-issued charge card holder. Same as 10.02.04.
The trayel §ystem must prov1de b}.l Octob.er 21.’ 2003, for appropriate e!ectror.nc 1) Create or select a travel document(s) requiring electronic authentication; 2) Create or select action(s) to process the document(s); 3) Create
10.01.17 authentlgatlon technologlf.:s to verify th? identity of Fhe send§r and the integrity of or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
clectronic content that satisfics OMB's implementation requirements of the shows the travel document was electronically authenticated in accordance with the requirement cited in the FFMR
Government Paperwork Elimination Act (GPEA), Public Law 105-277. ’
1) Create or select a same day travel voucher for a day trip of more than 12 hours but less than 24 hours with no lodging; 2) Create or select
The travel system must maintain and send a record of expenses for same day trip of action(s) to process the same day voucher; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s);
10.01.19 more than 12 hours but less than 24 hours with no lodging to the payroll system to 5) Produce a report/query; 6) Verify the report/query shows system correctly processed the same day t.ravel requ@st; 7) Verify the system
’ be included in the employee's Form W-2, Wage and Tax Statement. In addition, the created a record of expenses to be sent to the payroll system; 8) Verify the system created (or included in the previous item) a report (to be sent
system must report and send the employer's matching tax amounts. to the payroll system) with the employer's matching tax amounts 9) Discuss the procedures for transmitting the tax information to the payroll
system.
1) Determine the order of precedence for executing each travel step (e.g., authorization before voucher); 2) Create or select a sample of travel
10.01.20 The travel system must be able to maintain the order of precedence for executing actions for processing; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Perform a negative
o each travel step. test by attempting to process action(s) out of the order of precedence; 6) Create or select transaction(s) to process the selected action(s); 7)
Process the transaction(s); 8) Verify the system prevents the out of order processing.
1) Determine the order of precedence for executing each travel step (e.g., authorization before voucher); 2) Create or select a sample of travel
10.01.21 The travel system must be able to change the order of precedence of the processing actions with unusual travel demands, with authorized changes to the order of precedence of the processing steps; 3) Create or select

steps to handle unusual travel demands.

transaction(s) to process the actions out of the order of precedence; 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
report/query shows the system allows the out of order processing for unusual travel demands only.
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10.01.22

The travel system must maintain an adequate separation of duties.

1) Obtain and review the organizational structure (e.g., org. chart) and roles & responsibilities; 2) Verify the system reflects the structure,
roles, and responsibilities to support separation of duties; 3) Create or select action(s) to perform a negative test to validate one can not perform
an action unauthorized for their scope of duties; 4) Create or select transaction(s) to process the selected action(s); 5) Verify the system does
not allow the action.

2: Travel Authorization

The travel system must provide the capability to create and process travel

1) Create or select one each of an unlimited open, limited open, and trip-by-trip travel authorization request; 2) Create or select action(s) to

10.02.01 authorizations and provide funds availability, including unlimited open, limited open, process the request to include fund authorization; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
and trip-by-trip. transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the resulting travel authorization is correct.
The travel system must provide for determining whether the traveler is a holder of a This FFMR is different from{1) Create or select a trav.el request for a government trav.el charge card holder; 2) Crea@ or select action(s) to process the travel reguest; 3)
10.02.04 . 10.02.24, but the same Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
government-issued charge card. . o . .
scenario proves both report/query shows the system indicates the traveler is a government-issued charge card holder.
The travel authorization system must provide the capability to create travel 1) Create or select a traYel authorization request(s); 2). Create or select action(s) to process the request(s); 3) Create or select transactiqn(s) to
10.02.07 L . o . process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the request is
authorizations and provide funds availability when appropriate. . .
authorized and funds are available.
1) Create or select travel itinerary information for recording; 2) Create or select action(s) to report the itinerary information; 3) Create or
10.02.08 The travel system must record detailed itinerary information. select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
shows the system accurately recorded the itinerary information in detail.
1) Determine the number of days Temporary Duty (TDY) to be performed; 2) Select a TDY location(s); 3) Determine the Meals and
. . . Incidental Expenses (M&IE) rates for the location(s) by manually reviewing the daily M&IE rate for the location selected; 4) Create or select
The travel system must calculate authorized per diem, meals, and incidental expenses . . . .
10.02.09 (M&IE) based on the temporary duty location action(s) to process the M&IE data; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7)
’ Produce a report/query; 8) Verify the report/query shows the system correctly calculated the M&IE based on the TDY location for the days
selected.
1) Create or select several travel requests for special routing and approval levels with various classes/conditions of travel listed in FTR 301-2.5f]
10.02.10 The travel system must allow for special routing and approval levels for certain (e.g., travel on ship, travel on Government aircraft); 2) Create or select action(s) to process the requests; 3) Create or select transaction(s) to
o classes/conditions of travel as required by FTR 301-2. process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system allows
for special routing and approval levels.
1) Create or select a travel request(s) spanning two fiscal years and with funding from multiple sources; 2) Create or select action(s) to process
10.02.12 The travel system must provide the capability to process travel authorizations with the request(s) as a split fiscal year; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
o split fiscal year funding and with multiple funding. Produce a report/query; 6) Verify the report/query shows the system properly splits the funding between the two fiscal years and properly
posts the multiple funding sources.
1) Obtain and review the organizational structure (e.g., org. chart) and roles & responsibilities; 2) Verify the system reflects the structure,
- . . roles, and responsibilities to support separation of duties; 3) Create or select action(s) to perform a negative test to validate one can not perform
10.02.14 The travel system must maintain an adequate separation of duties. an action unauthorized for their scope of duties; 4) Create or select transaction(s) to process the selected action(s); 5) Process the
transaction(s); 6) Verify the system does not allow the action(s).
1) Create or select a completed travel authorization(s) document; 2) Determine a correction(s) to make; 3) Create or select a action(s) to
process the correction(s); 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Perform the
appropriate reviewing and approving controls; 7) Produce a report/query; 8) Verify the report/query shows the system correctly processed
the correction(s); 9) Verify the system produced a notification of the correction(s) to the traveler and the accounting office.
The travel system must allow correction, amendment, and cancellation of the travel 1) Create or select an amendment(s) to a cqmpleted travel authorization(s) (.10cument; 2) Create or select.action(s) to process the .
10.02.15 authorization with appropriate reviewing and approving controls and allow for amendment(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Perform the appropriate

notification to the traveler and accounting office.

reviewing and approving controls; 6) Produce a report/query; 7) Verify the report/query shows the system correctly processed the
amendment(s); 8) Verify the system produced a notification of the amendment(s) to the traveler and the accounting office.

1) Create or select a completed travel authorization(s) document for cancellation; 2) Create or select action(s) to process the cancellation; 3)
Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Perform the appropriate reviewing and
approving controls; 6) Produce a report/query; 7) Verify the report/query shows the system correctly cancelled the travel authorization(s); 8)
Verify the system produced a notification of the cancellation to the traveler and the accounting office.
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10.02.42

The travel authorization system must allow for the option of specific authorization or
prior approved travel arrangements, as required by the FTR-301-2.5, for:

(a) Use of premium-class service on common carrier transportation;

(b) Use of a foreign air carrier;

(c) Use of reduced fares for group or charter arrangements;

(d) Use of cash to pay for common carrier transportation;

(e) Use of extra-fare train service;

(f) Travel by ship;

(g) Use of a rental car;

(h) Use of a Government aircraft;

(i) Payment of a reduced per diem rate;

(j) Payment of actual expense;

(k) Travel expenses related to emergency travel,

(1) Transportation expenses related to threatened law enforcement/investigative
employees and members of their families;

(m) Travel expenses related to travel to a foreign area;

(n) Acceptance of payment from a non-Federal source for travel expenses, see chapter
304 of this subtitle; and

(o) Travel expenses related to attendance at a conference.

1) Create or select travel arrangement transactions covering all the actions listed in the FFMR, but without specific authorization and/or prior
approval; 2) Create or select action(s) to process the transactions; 3) Attempt to process the transaction(s) without specific authorization
and/or prior approval; 4) Verify the system will not process the transactions without specific authorization and/or prior approval.

10.02.43

The travel authorization system must provide the capability to create travel
authorizations and provide funds availability when appropriate.

1) Create or select one or more travel authorizations for processing with the listed items; 2) Create or select action(s) to input the
authorizations; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query;
6) Verify the report/query shows the system processed the authorizations and displayed defined messages to the user regarding requiring the
listed items.

3: Travel Advances

The travel system must provide for entry, processing, approval, and the payment and

1) Create or select a request for advance of travel; 2) Create or select action(s) to process the request from entry through liquidation of the

10.03.01 liquidation of government funds for the tracking, aging, and control of the travel government funds; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
advance function. report/query; 6) Verify the report/query shows the system correctly tracked, aged, and control the travel advance function.
1) Determine travel advance limit(s) to apply in the system; 2) Create or select action(s) to set the selected limits; 3) Create or select
transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select a request(s) for advance of travel that
exceeds one or more of the limits; 6) Create or select action(s) to process the advance of travel; 7) Create or select transaction(s) to process
10.03.02 The travel system must be able to set, change, and apply established limits on travel the selected action(s); 8) Process the transaction(s); 9) Produce a report/query; 10) Verify the report/query shows the system processes the
T advances. request for advance of travel not the exceed the limits selected.
1) Determine changes to travel advance limit(s) set in the system; 2) Create or select action(s) to change the limits; 3) Create or select
transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
the system correctly changed the limits.
. Lo . 1) Create or select outstanding travel advances residing in the system and due a follow-up notice; 2) Create or select action(s) to produce an
The travel system must provide data for automatic aging outstanding travel advances . . . . .
. 8 outstanding aging report and generate follow-up notices; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
based on the end of trip date and generate follow-up notices to the travelers and . .
10.03.04 . . . . . transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly aged the travel advance based on the end of
administrative staff concerning delinquent advances effecting payroll offsets or other . : . . . . .
. trip date; 7) Verify the system generated follow-up notices to the travelers and administrative staff concerning delinquent advances for
means of collection. .
collection.
. . . 1) Create or select several travel advances with various methods of payments (as listed in the FFMR); 2) Create or select action(s) to process
The system must be able to process travel advances for direct deposit or give the . . .
. . the request for travel advance; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
10.03.05 traveler cash or cash equivalents such as cash, travelers checks, and third party

drafts.

report/query; 6) Verify the report/query shows the system processed each request for advance of travel using the method of payment
requested.
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The travel system must provide for limiting the allowed advance based upon
transportation method (Government Transportation Request vs. non-GTR),

1) Create or select several requests for travel advance payment; 2) Create or select action(s) to enter the appropriate information into the
system for the requests for travel advance payments; 3) Create or select transaction(s) to process the selected action(s); 4) Process the

10.03.07 subsistence rates, miscellaneous expenses, and traveler possession of or eligibility for transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system computes the correct amount of the advance
a charge card. (including a requested amount less than the maximum) based on the limits in the FFMR.
1) Create or select delinquent travel advance(s) for reporting to the Internal Revenue Service (IRS); 2) Create or select action(s) to generate a
10.03.10 The travel system must provide for reporting to the Internal Revenue Service (IRS) report(s) to the IRS on delinquent travel advances; 3) Create or select transaction(s) to process the selected action(s); 4) Process the

delinquent travel advances as taxable income to the traveler.

transaction(s); 5) Produce the report(s); 6) Verify the report(s) shows the delinquent travel advance information for reporting to the IRS as
taxable income to the traveler.

4: Travel Vouchers

The travel system must provide for input by both travelers and designated officials at

1) Determine central and remote locations authorized to input travel information; 2) Determine the appropriate designated officials at the
locations; 3) Create or select several travel vouchers for input; 4) Create or select action(s) for input by the traveler and the designated official

10.04.01 central and/or remote locations from both central and remote locations; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7)
’ Produce a report/query; 8) Verify the report/query shows both the traveler and designated officials correctly processed the data at the
locations.
The travel system must provide the capability to display defined messages to the user 1) Create or select one or more travel vouchers for processing that include the items listed within the FFMR; 2) Create or select action(s) to
10.04.03 regarding required receipts for lodgings and authorized expenses incurred costing process the vouchers, receipts, and expenses; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
’ $75 or more, unused tickets, refunds, certificates, or any other supporting transaction(s); 5) Verify the system displayed messages to the user regarding the items listed within the FFMR during input of the
documentation that may be needed. transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system correctly processed the vouchers.
1) Create or select a travel order with an advance paid for the entire period of the order; 2) Determine a period of time to use in processing a
In order to expedite the liquidation of an outstanding advance the travel system must partial travel settlement claim against the travel advance; 3) Create or select action(s) to process the partial travel settlement claim; 4) Create
10.04.04 be able to process partial claims against travel orders. (A travel order is the basis for or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query
a traveler's reimbursement.) shows the system processed the travel settlement claim against the outstanding advance; 8) Verify the system correctly reduced the
outstanding advance.
1) Select several different Temporary Duty (TDY) location(s); 2) Determine the mileage allowance and per diem for each location; 3) Create
The travel system must provide the capability to calculate authorized mileage or select several travel vouchers for processing that include computation of a mileage allowance and per diem from different TDY locations; 4
10.04.06 allowances and per diem amounts based on TDY location and other related Create or select action(s) to process the vouchers; 5) Create or select transaction(s) to process the selected action(s); 6) Process the
information. transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system correctly calculated the mileage allowance and per
diem allowances based on the posted rates for the different TDY locations.
1) Create or select a travel settlement voucher for processing;  2) Create or select action(s) to process the travel claim; 3) Create or select
The travel system must provide the capability to draw upon the information reflected transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Verify the system provides adequate direction and provides
10.04.07 on the travel authorization and/or government cash advance provided to the traveler, prompts to lead the user through the program and collect the necessary information to prepare the voucher; 6) Produce a copy of the travel
and using that information the system should prepare the voucher/claim as required. settlement voucher;  7) Verify the settlement voucher shows the system included previously entered data from prior transactions into the
calculations correctly computed settlement of the travel voucher.
1) Create or select an amended travel settlement voucher claim for processing; 2) Create or select action(s) to process the amended claim; 3)
Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Select appropriate reviewing and approving
controls; 6) Produce a copy of the amended travel settlement voucher; 7) Verify the amended travel settlement voucher shows the system
. . - correctly computed the amended portion only for payment and did not include previously settled data from the original travel settlement
10.04.11 The trayel system must process amended .Vf)uchers with appropriate reviewing and voucher claim; 8) Verify the system updated related systems modules with the amended traveler information.
approving controls and provide the capability to update related systems modules. - - -
1) Create or select an amended travel settlement voucher claim for processing; 2) Create or select action(s) to amend the travel voucher
without the appropriate reviewing and approving controls; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
transaction(s); 5) Verify the systems prevents the processing of the amended travel settlement voucher and the updating of the related system
modules with the amended traveler information.
. . - . 1) Create or select two travel settlement voucher claims that have been processed pending final approval; 2) Determine data to modify one of
The travel system must provide the traveler with the capability to create and modify . . . ) .
ravel vouchers before final approval. The voucher then would be transferred to the thevvouchers, 3) Create or select. action(s) to modify the selected travel voucher; 4) Cr.eate or gelect transactlon(s). to process the selected
10.04.12 action(s); 5) Process the transaction(s); 6) Forward both travel vouchers to the approving official for final determination and approval; 7)

approving official. The approving official would either deny and remand it to the
traveler or approve it and forward it for payment.

As the approving official, deny one travel voucher and remand it back to the traveler for correction and approve the remaining travel voucher
for continued processing and payment.
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The travel system must have a tracking system that will allow travelers and payment

1) Create or select several travel vouchers at different stages of processing; 2) Create or select action(s) to produce a report/query on the status
of the travel vouchers; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the

10.04.13 . . . . .
offices to determine the status of any voucher/claim. report/query; 6) Verify the report/query shows the system properly determines the status of the voucher/claim for use by the traveler and
payment offices.
1) Determine the agency policy for the generation of travel notices when information has not been submitted in a timely manner; 2) Create or
. . . select an outstanding travel voucher(s) previously processed but missing information; 3) Create or select action(s) to generate a notice to the
The travel system must provide for the generation of notices to the traveler when L . . . .
10.04.14 . . . . . traveler of the missing information;  4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6)
information has not been submitted in a timely manner. . . . . R . . . Lo :
Produce the notices; 7) Verify the notices produced contain the required information to inform that traveler to submit the missing information
and the time period of allowed for submission.
The system must provide for matching of travel vouchers with the travel
authorizations and/or centrally issued passenger tickets and provide for audit of the 1) Create or select a completed travel settlement voucher claim that includes a centrally issued passenger ticket; 2) Create or select action(s) to
10.04.18 claim in accordance with the Federal Travel Regulation (FTR) and Department of produce a report/query to reconcile the travel voucher to the travel authorization and the travel authorization to the ticket; 3) Create or select
o State Standardized Regulations (DSSR) for temporary duty travel of all civilian transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6) Verify the report/query shows
agency government travelers. (The Joint Travel Regulations (JTR) implement the the system correctly produces data to perform an audit of the travel settlement claim.
FTR and DSSR for all DoD civilian employees.)
1) Create or select a travel settlement voucher claim for processing with an advance travel payment previously paid; 2) Create or select
. . . action(s) to process the travel settlement voucher; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
The travel system must integrate the issuance and control of the travel advances with . . .
s transaction(s); 5) Produce the travel settlement voucher; 6) Verify the travel settlement voucher shows the outstanding travel advance was
the travel voucher payment process to ensure that the advance is liquidated or . Do .
. . . . included for liquidation in the computation of the settlement of final payment.
10.04.19 collected prior to the issuance of a payment to the traveler; also provide the capability - - - - -
L . Wi {0 . 1) Create or select a travel settlement voucher claim for processing with a retained advance; 2) Create or select action(s) to process the travel
not to liquidate when the traveler has been authorized a "retained" travel advance in . . .
accordance with FTR 301-51 settlement voucher; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the travel
' settlement voucher; 6) Verify the travel settlement voucher shows the retained advance was not was not included for liquidation in the
computation of the settlement of final payment.
. . 1 t lect f travel settl t hers fi li thodol 8. t; doll t, type); 2
The travel system must provide for a random sampling of travel vouchers for voucher ) Create or selec a random number of travel settlement vouchers for Samping Methodology (e.g,, percentage, dollar amount, type); 2)
o . - o . Create or select action(s) to produce a report/query of the travel voucher information for each of the travel settlement vouchers selected; 3)
10.04.20 audits, information requirements, or other purposes based on criteria as determined : . . .
. . . . . e Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6) Verify the
by the agency. (Statistical sampling requirements are contained in GAO’s Title 7.) . Do
report/query shows all the travel settlement voucher information is present.
1) Create or select a random number of travel settlement vouchers for review; 2) Create or select action(s) to produce a report/query of the
10.04.21 The travel system must maintain and report travel obligation and liquidation obligation and liquidation information from each of the selected travel settlement vouchers selected; 3) Create or select transaction(s) to
o information. process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6) Verify the report/query shows all the obligation
and liquidation information is present.
The travel system should provide the capability to process more than one Relocation |See test scenario 1) Create or select a transfer activity with Relocation Income Tax Allowance (RITA) where reimbursement is received in more than one year.
10.04.23 Income Tax allowance if reimbursement is received in more than one calendar year. |10.09.44/45, for calculation|2) Create or select action(s) to process the activity; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
part. transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly processed the RITA for each year.
1) Create or select a travel voucher for processing that includes at least one (1) overnight lodging; 2) Create or select action(s) to record the
The travel system must allow for recording the date of departure from, and arrival at, date of departure from the official duty station or other selected place of departure; 3) Create or select action(s) to record the date of arrival
10.04.24 the official duty station or any other place when travel begins, ends, or requires (travel ends) at the official duty station or selected place of arrival; 4) Create or select transaction(s) to process the selected action(s); 5)
overnight lodging. Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system captures the departure from and arrival at
dates for all locations where travel begins, ends, or requires overnight lodging.
The travel system must provide the capability to compute M&IE allowance rates 1) Create or select a travel voucher, which includes meals, for travel of more than 12 hours and less than 24 hours; 2) Create or select action(s)
based on travel completed: . . . . . ]
More than 12 h but less than 24 - 75 ¢ of th licable M&IE rat to process the voucher; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
a.Vore than ours but less than o4 - 7 percent ot the applicable rate, report/query; 6) Verify the report/query shows the system computes M&IE rate as 75% of the applicable M&IE rate, and meals in
b. 24 hours or more, on: .
10.04.25 accordance with FTR 301-11.

-Day of departure -75 percent of the applicable M&IE rate;

-Full days of travel - 100 percent of the applicable M&IE rate;

-Last day of travel - 75 percent of the applicable M&IE rate; and
c. Meals provided in accordance with FTR 301-11.

1) Create or select a travel voucher, which includes meals, for travel of more than 24 hours; 2) Create or select action(s) to process the voucher;
3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query'; 6) Verify the
report/query shows the system computes M&IE rate as given in the FFMR, and meals in accordance with FTR 301-11.
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The travel system must provide information to allow for offset of funds to

This information is what

10.04.26 indebtedness through salary offset, a retirement credit, or other amount owed the goes in the file to A/R for  |Create/maintain all pertinent information to allow for the items listed in the FFMR.
employee. 10.04.15.
1) Determine an official subsistence and mileage rates not available within the system for processing; 2) Create or select a travel voucher for
10.04.27 The system must allow entering approved or official subsistence rates and mileage processing; 3) Create or select actions to process direct inputs of the subsistence and mileage rates into the travel voucher; 4) Create or select
o allowances when not available in the travel system. transaction(s) to process the selected action(s); 5) Process the transactions; 6) Verify the system allowed the direct inputs of the rates; 7)
Produce the travel voucher; 8) Verify the travel voucher shows the system computed the subsistence and mileage allowances correctly.
1) Select several different Temporary Duty (TDY) location(s); 2) Determine the mileage allowance and per diem for each location; 3) Create
. . . . or select several travel vouchers for processing that include computation of a mileage allowance and per diem from different TDY locations; 4
The travel system must provide the capability to calculate authorized mileage . . .
. . . . Create or select action(s) to process the vouchers; 5) Create or select transaction(s) to process the selected action(s); 6) Process the
10.04.31 allowances and per diem amounts (including for non-work days, interrupted travel

and reduced per diem rates) based on TDY location and other related information.

transaction(s); 7) Produce a report/query; 8) Verify the report/query shows the system correctly calculated the mileage allowance and per
diem allowances (including for non-work days, interrupted travel and reduced per diem rates) based on the posted rates for the different TDY
locations.

5: Local Travel

The travel system must produce the local travel voucher by entering selected data into|

1) Create or select a local travel voucher for processing by entering selected data into the system; 2) Create or select action(s) to enter the

10.05.01 . Lo data; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); ~ 5) Verify the system activated an
the system to activate an obligation and payment of local travel. L .

obligation; 6) Produce the local travel voucher; 7) Verify the voucher shows the system computes the payment of local travel.

1) Determine accounting classification data for assignment to update the accounting system; 2) Create or select a local travel voucher for
10.05.04 The travel system must be able to allow the user to assign the appropriate accounting processing; 3) Create or select action(s) to assign accounting classification data to the local travel voucher; 4) Create or select transaction(s to

’ classification data to update the accounting system. process the selected action(s); 5) Process the transaction(s); 6) Produce the local travel voucher; 7) Verify the travel voucher shows the

system correctly assigned the selected accounting classification data.

1) Create or select a local travel voucher on which mileage allowance is payable; 2) Create or select action(s) to process the mileage
10.05.07 The travel system must provide the capability to compute mileage allowances. allowance; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the local travel

voucher; 6) Verify the travel voucher shows the system calculated the mileage allowance correctly.

1) Create or select several local travel documents for processing where sufficient funds are/are not available; 2) Create or select action(s) to
10.05.08 The travel system must provide for funds availability. process the documents; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the

report/query; 6) Verify the report/query shows the system generates an advisory of the status of funds.

6: Sponsored Travel

Non-Federal Sponsored Travel

The travel system must track and report the sponsored travel process for the
acceptance of payment in-cash or in-kind acceptance of services from non-federal

1) Create or select a sponsored travel request; 2) Create or select action(s) to process the travel request; 3) Create or select transaction(s) to
process the selected action(s); 4) Process the transaction(s); 5) Verify the system is capable of tracking the request, as a sponsored travel,

10.06.01 . . . . .

sources to defray in whole or in part the travel or related expenses of Federal through the entire travel process; 6) Produce the travel voucher; 7) Verify the travel voucher shows the system records the receipt of cash or

employees in accordance with FTR 304. in-kind payment from the sponsoring organization.

S . 1 i lect travel t 1 ing; 2 t lect acti to initiate th 1 ; 3) Creat

The system must ensure that sponsored travel be administratively approved prior to ) Create or selecta sponsored travel order request for processing; ) Create or select ac 1on(s) o initiate the approval process ). reate or
10.06.03 select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Verify the system requests an administrative approval

final approval of the travel order. .

prior to the final approval of the order.
. . - 1 1 lect travel 1 h tual ts/entitl t k ; 2) Creat lect acti 1

o el syt houkprovie e oty s T e i e

10.06.05 entitlements to be paid by the government and those to be paid by the sponsoring q . p ’ ’ query &

organization and show estimated amounts where actual amounts are unknown.

the authorization amount and entitlements; 6) Verify the query shows the system segregates the amount and entitlements between government
and sponsoring organization; 7) Verify the unknown amount/entitlement is recorded at the estimated amount.

Page 51 of 71

9/26/02




DRAFT 9/26/02

10.06.07

The travel system must provide the capability to generate the appropriate sponsored
travel accounting transactions to reflect the cost of the trip to be funded by the
government and transactions to record the receipt of income from non-federal
sources. (As a value-added feature, this could be linked with an Accounts Receivable
System.)

1) Create or select a sponsored travel voucher request(s) for processing; 2) Create or select action(s) to process the request; 3) Provide the
data necessary to record the accounting transactions (both direct and reimbursable); 4) Create or select transaction(s) to process the selected
action(s); 5) Process the transaction(s); 6) Produce the travel voucher; 7) Verify the travel voucher shows the data identifies the cost of
travel funded by the government and sponsoring organization and its receipt of income.

7: Interface Requirements

The travel system must provide travel activity transactions to the Core Financial

1) Create or select a sample of travel activities for processing; 2) Create or select action(s) to process the travel activities to the Core Financial

10.07.01 . . . System; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
System by generating accounting transactions as needed. . . . . . .
Verify the report/query shows the system provides travel activity transactions to generate the proper accounting transactions, as needed.
. . . . . 1) Create or select a sample of travel activities for processing; 2) Create or select action(s) to process the travel activities to the Core Financial
The travel system must provide travel activity transactions to the Core Financial . . . .
10.07.02 . System for updating funds control; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
System by updating funds control. . . . ;
Produce a report/query; 6) Verify the report/query shows the system provides travel activity transactions to update funds control.
. . . . . 1) Create or select a sample of travel activities for processing; 2) Create or select action(s) to process the travel activities to the Core Financial
The travel system must provide travel activity transactions to the Core Financial . . .
10.07.03 . System; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
System by updating the standard general ledger. . . . .
Verify the report/query shows the system provides travel activity transactions to update the standard general ledger.
. .. . . . 1) Create or select a sample of travel activities for processing; 2) Create or select action(s) to process the travel activities to the Core Financial
The travel system must provide travel activity transactions to the Core Financial . . .
10.07.04 . : . . System; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
System by generating disbursement actions by electronic funds transfer (EFT). . . .. . . .
Verify the report/query shows the system provides travel activity transactions to generate disbursement actions by EFT.
10.07.05 The travel system must provide a standard record format for interface of transactions Verify the travel activity actions produced in the scenarios 10.07.01 - 10.07.04 are in standard record format for interface to the Core Financial
o from the travel system to the core financial systems. System.
1) Determine procedures for interfacing airline ticket info between the travel and accounting systems; 2) Create or select travel system
transaction(s) produce airline ticket info; 3) Process the transaction(s); 4) Produce a report/query; 5) Create or select transaction(s) to
The travel system must provide for recording sufficient airline ticket information that initiate the transfer of airline ticket info to the accounting system (if no automatic interface currently resides in the travel system; 6) Process
10.07.07 is essential to the airline ticket payment process so that the accounting office may the transaction(s); 7) Create or select action(s) to generate a report in the accounting system of the airline ticket info received from the travel
o review the information, verify the amount cited on the airline bill, and determine if a system; 8) Create or select transaction(s) to process the action(s); 9) Process the transaction(s); 10) Produce a report; 11) Verify the
refund is due or reconcile other ticketing differences so that correct payment is made. report shows the travel system transmitted essential airline ticket info (ticket amount, invoice number, individual ID of traveler) to the
accounting system; 12) Verify the accounting system system can use the info received to determine if a refund is due or reconcile other ticket
differences so correct payment is made.
. .. . . 1) Create or select a sample of travel activities; 2) Create or select action(s) to process the travel activities; 3) Create or select transaction(s) to
The travel system must provide travel activity transactions to the core financial . . . .
10.07.12 . o process the select action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system provides
system by updating subsidiary systems/ modules. .. .
travel activity transactions to update systems/modules.
1) Determine the interface procedures between the travel system and the Accounts Receivable (A/R) module to allow salary offsets or the
The travel system must provide interfaces with the accounts receivable module to generation of management reports; 2) Create or select interface action(s) (providing the system does not automatically transmit the data) to
10.07.13 allow salary offsets or the generation of management reports. This will support fiscal create an output file for transmission to the accounts receivable module; 3) Create or select transaction(s) to process the selected action(s); 4)

period cut-off or a demand for interim period reports.

Process the transaction(s); 5) Produce a copy of the output file; 6) Verify the output file shows the system provides the essential information
needed to allow salary offsets or the generation of management reports; 7) Verify the A/R module received the output file.

8: Reporting

10.08.09

The travel system must provide the capability to download data to spreadsheets or
other analytical tools, and using those tools, provide the capability to run on-demand
analysis reports (e.g. travel and cost comparisons).

1) Determine the travel systems capability to download data to spreadsheets or other analytical tools; 2) Create or select travel data for
download; 3) Create or select action(s) to initiate the download; 4) Create or select transaction(s) to process the selected action(s); 5)
Process the transaction(s); 6) Produce the spreadsheets; 7) Verify the spreadsheets contain the data.
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10.08.12

The travel system must provide travel data to GSA for oversight in accordance with
FTR 300-70, Agency Reporting Requirements.

1) Determine the interface procedures between the travel system and the GSA; 2) Create or select interface action(s) (providing the system
does not automatically transmit the data) to create an output file for transmission to the GSA; 3) Create or select transaction(s) to process the
selected action(s); 4) Process the transaction(s); 5) Produce a copy of the output file; 6) Verify the output file shows the system provides
the essential information needed in accordance with FTR 300-70, Agency Reporting Requirements; 7) Verify GSA received the output file.

9: Temporary/Permanent Change of Station

For this section, the term "transfer" means all temporary or permanent changes of station.

10.09.02

The system must provide the capability to capture the effective date of the transfer.

1) Create or select a change of station activity; 2) Create or select action(s) to enter the effective date of transfer; 3) Create or select
transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
the system captures the correct effective date of transfer.
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The travel system must provide the capability to capture the time limit for beginning
travel and transportation not to exceed 2 years from the effective date of the

1) Create or select a transfer activity; 2) Create or select action(s) to process the effective date of transfer and the inclusive time period (not to
exceed 2 year) for completing the travel and transportation; 3) Create or select transaction(s) to process the selected transaction(s); 4)
Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system captures the effective date of transfer and
the inclusive time period for completing the travel and transportation according to the regulation stated in the FFMR and does not exceed 2

10.09.03 employee’s transfer or appointment and not to exceed 3 years when the 2-year year.
limitation for completion of residence (sale and purchase or lease) transactions is 1) Create or select a completed residence transfer activity for processing a 1 year extension where the transferee has a residence sale and
extended one year by the head of the agency or his/her designee. purchase or lease transaction; 2) Create or select action(s) to process the 1 year extension; 3) Create or select transaction(s) to process the
selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system processed the 1
year extension and updated the inclusive time period.
The travel system must provide the capability to capture information for the required 1) Determine allowance alternatives for processing; 2) Create or select a sample of transfer activities where two or more members of the same
allowance alternative option selected when two or more members of the same family are government employees; 3) Create or select action(s) to process the allowance alternatives; 4) Create or select transaction(s) to
10.09.04 immediate family are employed by the government, and in applying these process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system
alternatives, provide that other members of the immediate family not receive correctly processed the allowance alternatives; 8) Create or select transaction(s) to perform a negative test by attempting to process duplicate
duplicate allowances. allowances for members of the same family; 9) Process the transaction(s); 10) Verify the system rejects such transactions.
The system must provide the capability to process reimbursement for not more than 1) Create or select a transfer activity where a family member has already elected a reimbursed early return for processing; 2) Create or select
10.09.05 one return trip during each agreed period of service at a post-of-duty for prior return an additional transfer activity action(s) for processing a family member(s) early return; 3) Create or select transaction(s) to process the
of immediate family. selected action(s); 4) Process the transaction(s); 5) Verify the system rejects the additional attempt to process transaction(s).
1) Create or select transfer activities with various allowances; 2) Create or select action(s) to process the activities; 3) Create or select
10.09.06 The travel system must provide the capability to provide on screen instructions or transaction(s) to process the selected action(s); 4) Process the activities; 5) Verify the system provides on-screen instructions (e.g., drop
o prompts as to how calculations/formulas are performed for allowances. down menus) for calculating the allowances; 6) Produce a report/query; 7) Verify the report/query shows the system correctly calculated the
various allowances.
1) Determine remark(s) to processing; 2) Create or select a action(s) to enter the remark(s) selected in the systems remarks field; 3) Create or
10.09.07 The travel system must allow for a "Remarks" field to enter comments. selection transaction(s) to process the selected remark action(s); 4) Process the transaction(s) and enter the remark(s); 5) Produce a
report/query; 6) Verify the report/query shows the system entered and retained the remark.
. . . 1) Create or select a completed transfer activity with an allowance; 2) Create or select a action(s) to process an adjustment that changes the
The travel system must allow for recomputing allowances and making appropriate . . .
10.09.08 adiustments allowance; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
J ) Verify the report/query shows the system accurately updates the allowance.
. - . . 1) Create or select a transfer entitlement activity for a member with an indebtedness to government; 2) Create or select action(s) to process the
The system must provide for the capability to offset entitlements against any . .. . . .
10.09.09 . entitlement activity; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
indebtedness to the Government. . . . . .
report/query; 6) Verify the report/query shows the system automatically offsets the entitlement against the indebtedness.
. . . . 1) Determine what type of withholding deductions listed in the FFMR to use for processing; 2) Create or select a transfer activity that will
The travel system must provide for withholding Federal or Puerto Rico, state, local, . ) AL tpe o . g . P g 2) . vy
o . include processing the withholding of deductions selected; 3) Create or select action(s) to process the activities selected for withholding of
hospital insurance and Federal Insurance Contribution Act (FICA) tax at the . . . .
10.09.10 . . . .. deductions; 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7)
withholding rate applicable to supplemental wages on the original voucher when . . . .
. " " Verify the report/query shows the system grosses up the supplemental wages and calculates tax withholdings and other deductions correctly
submitted. (Use the "gross-up formula" in FTR 302-11). .
for the items selected to process.
- . 1 t lect a transft tivity fa ing; 2) Creat lect action(s) to process the activity; 3) Create or select transaction(s) to
The travel system must maintain a record of all relocation expenses (those taxable ) Create or select a rar.ls ef activity for processing, ) reate or select action(s) to p . Y 3) . . )
. process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query showing all the relocation expenses; 6) Verify the
and nontaxable), regardless of what system paid the expenses, and send a record of . . L
. . . report/query shows the system produced all the relocation expenses; 7) Create or select action(s) to generate an output file listing a record of
the expenses, including temporary assignments that are expected to exceed one year, . . . .
10.09.11 . . s those expenses to be provided for W-2 creation; 8) Create or select transaction(s) to process the selected action(s); 9) Process the
to the payroll system to be included in the employee’s Form W-2, Wage and Tax . . . , .
. . . transaction(s); 10) Produce the output file; 11) Create or select transaction(s) to produce a report/query showing the employer's matching tax
Statement, or provided as a separate W-2 for relocation expenses. In addition, report o . .
, . contribution amounts; 12) Process the transaction(s); 13) Produce the report/query; 14) Verify the report/query shows the system correctly
and send the employer’s matching tax amounts. . oo
provided the contributions.
The travel system must provide for the system to annually consolidate total amount 1) Create or select several employee's with transfer activities over the past calendar year that included WTA's and RIT's for processing; 2)
10.09.12 of employee’s WTA’s, the amount of moving expense reimbursements, and RIT’s Create or select action(s) to consolidate and itemized list of the total amount of the WTA's, moving expense reimbursement, and RIT's for each|

paid during the applicable year and provide an itemized list to the employee to
facilitate filing RIT claims and income tax returns.

employee; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query of
the itemized list; 6) Verify the report/query shows the system correctly itemized the list of items.
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The travel system must, for Allowance for House hunting trip, provide for the
reimbursement maximums or limitations applicable to regulatory provisions in effect

1) Create or select a transfer activity that includes a house hunting trip for processing; 2) Create or select action(s) to enter (a) the maximum
amount or limitations of reimbursement, (b) the method of reimbursement and its pertinent information; 3) Create or select transaction(s) to

.09. ’ 1. Must also allow f¢ teri iate data f . . .
10.09.13 on Fhe emp l.oyee s date of trave. Usta:s0 allow for enfering appropriate data for process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system
various options of method of reimbursements, including daily itemization of actual . .
captured the information.
expenses.
1) Determine limits to apply to a travel advance; 2) Create or select a transfer activity that includes a house hunting trip with a travel advance
authorized for processing; 3) Create or select action(s) to enter the maximum amount or limitations of the travel advance; 4) Create or select
. . . i i ; i ; 6) Prod Tt/ ; Verify th t h
The travel system must provide the capability to set, change, and apply limits on transaction(s) to process.the selected action(s); 5) Pro?ess the transaction(s); 6) Pro uce a report/query; 7) Verify the repor /query show
10.09.14 travel advances for house hunting trips as set forth in FTR 302-4 the system accepted the inputs; 8) Create or select action(s) to change the amount of limitations; 9) Create or select transaction(s) to process
& tip ' the action(s); 10) Process the transaction(s); 11) Create or select action(s) to perform a negative test by processing the travel advance for
more than the limitation amount; 12) Create or select transaction(s) to process the selected action(s); 13) Process the transaction(s); 14)
Produce a report/query; 15) Verify the report/query shows the system applied the limitation.
The travel system must, for Allowances for House hunting Trip, provide the
capability to provide the following required information:
1) Limited to employee and/or spouse;
2) Limited to one round trip; duration authorized by the agency under FTR 302- 4,
n30)t ;0 :c)(i;ecejiigrclieﬁ?r?irti?gs;s applicable to individual allowances for house huntin 1) Create or select a transfer activity that includes a house hunting trip; 2) Create or select action(s) to enter the information listed in the
10.09.15 trips p PP g FFMR; 3) Create or select transaction(s) to process the selected action(s); 4) Produce a report/query; 5) Verify the report/query shows the
4) Both old and new official stations are located within the United States; system captures the information.
5) Not assigned to Government or other prearranged housing at new official station;
6) Old and new stations are 75 or more miles apart;
7) Not authorized for new appointees;
8) Not authorized for employees assigned under the Government Employee's Act
The travel system must, for Allowance for Enroute Travel and Transportation of
Emp loyee and Immedlate Family, p rov1§e. for t.he given reimbursement I’nax1mumS o 1) Create or select a transfer activity that includes an enroute travel and transportation of employee and immediate family; 2) Create or select
limitations applicable to regulatory provisions in effect on the employee’s or new . . R . . . ; . .
. N . . . action(s) to enter (a) the maximum amount or limitations of reimbursement, (b) the method of reimbursement and its pertinent information; 3)
10.09.16 appointee’s effective date of transfer or appointment. Must also allow for entering . . . .
. . . . . . . Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
appropriate data for various options of method of reimbursements, including daily . .
o . report/query shows the system captures the information.
itemization of actual expenses for Actual Transportation costs for employee, and for
transfer per diem for employee and immediate family.
The travel system must, for Allowance for Enroute Travel and Transportation of 1) Create or select several transfer activities for enroute travel and transportation of employee and immediate family, which includes authorized
Employee and Immediate Family, provide the capability to set, change, and apply travel advances for each of the different items listed in the FFMR; 2) Create or select action(s) to enter the maximum amounts or limitations of]
limits on travel advances as Authorized for estimated per diem, mileage, common the travel advance; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
10.09.17 carrier (not less than $100) for employee and immediate family as set forth in report/query; 6) Verify the report/query shows the system accepted the action(s); 7) Create or select action(s) to change the amounts or
o FTR302-2, and Not Authorized for Overseas tour renewal agreement travel as set limitations; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Create or select action(s) to
forth in FTR-302-2, separation for retirement as set forth in FTR 302-1, and perform a negative test to process the travel advance for more than the limitation amounts; 11) Create or select transaction(s) to process the
Government Bill of Lading (GBL) or purchase order as set forth in FTR 302-7 and selected action(s); 12) Process the transaction(s); 13) Produce a report/query; 14) Verify the report/query shows the system applied the
FTR 302-8. limitations.
The travel system must, for Allowance for Enroute Travel and Transportation of 1) Create or select a transfer activity that includes an enroute travel and transportation of employee and immediate family for processing; 2)
10.09.18 Employee and Immediate Family, provide the capability to capture specific distance Create or select action(s) to enter the distance limitation for change of official station; 3) Create or select transaction(s) to process the selected

limitations applicable to change of official station (at least 10 miles from old station).

action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system captured the information.
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The travel system must, for Allowance For Transportation of Household Goods,
provide for the given reimbursement maximums or limitations applicable to
regulatory provisions in effect on the employee’s or new appointee’s effective date of]

1) Create or select a transfer activity that includes transportation and temporary storage of household goods for processing; 2) Create or select
action(s) to enter (a) the maximum amount or limitations of reimbursement, (b) the method of reimbursement and its pertinent information; 3)

10.09.19 . . . . . . . .
transfer or appointment, and must also allow for entering appropriate data for various Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
options of method of reimbursements, including daily itemization of actual expenses, report/query shows the system captured the information.
for transportation temporary storage reimbursement.
The travel system must, for Allowance For Transportation of Household Goods, 1) Create or select a transfer activity that includes transportation and temporary storage of household goods for processing; 2) Create or select
10.09.20 provide the capability to capture the Weight limitation, temporary storage limitations, action(s) to enter the different limitations as listed in the FFMR; 3) Create or select transaction(s) to process the selected action(s); 4) Process
and non-temporary storage limitations. the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system captured the information.
1) Create or select several transfer activities that includes transportation of and the temporary storage of household goods and an authorized
The travel system must, for Allowance For Transportation of Household Goods, travel advance for processing; 2) Create or select action(s) to enter the maximum amounts or limitations of the travel advance; 3) Create or
provide the capability to set, change, and apply limits on travel advances as select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
10.09.21 authorized for transportation and temporary storage of household goods as set forth shows the system accepted the transaction(s); 7) Create or select action(s) to change the amounts or limitations; 8) Create or select
in FTR 302-8, and not authorized for non-temporary storage of household goods as transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Create or select action(s) to perform a negative test to
set forth in FTR 302-9. process the travel advance for more than the limitation amounts; 11) Create or select transaction(s) to process the selected action(s); 12)
Process the transaction(s); 13) Produce a report/query; 14) Verify the report/query shows the system applied the limitations.
. 1) Determine th dures for accessing the Schedules of Commuted Rates and Government Bill of Lading rate charts for the moving and
The travel system must, for Allowance For Transportation of Household Goods, ) Determine the proce & . ane g
. . . storage of household goods; 2) Create or select action(s) to access the rates; 3) Create or select transaction(s) to process the selected
10.09.22 provide access to Schedules of Commuted Rates and Government Bill of Lading rates . . .
. . action(s); 4) Process the transaction(s); 5) Verify the system allows access to both rate charts; 6) Produce a report/query of the rate charts;
for moving and storage of household goods and allow comparison. .
7) Verify the report/query shows the rate charts can be compared.
The travel system must, for Allowance for Transportation of Mobile Homes, provide
for the given reimbursement maximums or limitations applicable to regulatory
provisions in effect on the employee’s or new appointee’s effective date of transfer or| 1) Create or select a transfer activity that includes transportation of mobile homes for processing; 2) Create or select action(s) to enter (a) the
10.09.23 appointment must also allow for entering appropriate data for various options of maximum amount or limitations of reimbursement, (b) the method of reimbursement and its pertinent information; 3) Create or select
o method of reimbursements, including daily itemization of actual expenses. transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
Reimbursement consists of preparation costs, over water and overland transportation, the system captured the information.
and the total can not exceed the maximum amount that would be allowable for
transportation and 90 days’ temporary storage of household goods.
1) Create or select several transfer activities that includes transportation of mobile homes with authorized travel advances for processing; 2)
Create or select action(s) to enter the maximum amounts or limitations of the travel advance; 3) Create or select transaction(s) to process the
The travel system must, for Allowance for Transportation of Mobile Homes, provide selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system accepted the
10.09.24 the capability to set, change, and apply limits on travel advances set forth in FTR- transaction(s); 7) Create or select action(s) to change the amounts or limitations; 8) Create or select transaction(s) to process the selected
302.7. action(s); 9) Process the transaction(s); 10) Create or select action(s) to perform a negative test to process the travel advance for more than
the limitation amounts; 11) Create or select transaction(s) to process the selected action(s); 12) Process the transaction(s); 13) Produce a
report/query; 14) Verify the report/query shows the system applied the limitations.
The travel system must, for Allowance for Temporary Quarters Subsistence Expense,
ide for the gi i t i .. . . . .
p.roYld.e or the given reimbursemen faxumums or s . 1) Create or select a transfer activity that includes Temporary Quarters Subsistence Expense for processing; 2) Create or select action(s) to
limitations applicable to regulatory provisions in effect on the employee’s effective . Lo . . . . . .
. . . . enter (a) the maximum amount or limitations of reimbursement, (b) the method of reimbursement and its pertinent information; 3) Create or
10.09.25 date of transfer and must also allow for entering appropriate data for various options . . . .
. . . S select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
of method of reimbursements, including daily itemization of actual expenses, for . .
. e . shows the system captured the information.
reimbursement utilizing the fixed and actual methods, which may be reduced both by
the number of days of the house hunting.
The travel system must, for Allowance for Tempora uarters Subsistence Expense, .. . . . .
. 4 o . - omporaty Q. . CXpen 1) Create or select a transfer activity that includes Temporary Quarters Subsistence Expense for processing; 2) Create or select action(s) to
provide the capability to capture specific distance limitations applicable to eligibility . L . . . .
. . enter the different limitations as listed in the FFMR; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
10.09.26 for temporary quarters subsistence expenses Not to exceed 60 consecutive days (

may extend an additional 60 consecutive days for compelling reasons), and identify

employees not authorized for the allowance.

transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system captured the information and identifies members not
authorized for the allowance.
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The travel system must, for Allowance for Temporary Quarters Subsistence Expense,

1) Create or select several transfer activities that includes Temporary Quarters Subsistence Expense and authorized travel advances for
processing; 2) Create or select action(s) to enter the maximum amounts or limitations of the travel advance; 3) Create or select transaction(s)
to process the action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system accepted the

10.09.27 provide the capability to set, change, and apply limits on travel advances while transaction(s); 7) Create or select action(s) to change the amounts or limitations; 8) Create or select transaction(s) to process the selected
occupying temporary quarters as set forth in FTR 302-5. action(s); 9) Process the transaction(s); 10) Create or select action(s) to perform a negative test to process the travel advance for more than
the limitation amounts; 11) Create or select transaction(s) to process the selected action(s); 12) Process the transaction(s); 13) Produce a
report/query; 14) Verify the report/query shows the system applied the limitations.
The travel system must, for Residence Transaction Expense Reimbursement, provide .. . . . . . .
o syste ’ . Achion EXpense P 1) Create or select a transfer activity that includes Residence Transaction Expense Reimbursement for processing; 2) Create or select action(s)
for the given reimbursement maximums or limitations applicable to regulatory . R . . . . . .
.. . . . to enter (a) the maximum amount or limitations of reimbursement, (b) the method of reimbursement and its pertinent information; 3) Create
10.09.28 provisions in effect on the employee's effective date of transfer. For sale of old home . . . .
. .. or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
purchase of new home, settlement of an unexpired lease; on a pro rated basis if not . .
. - shows the system captured the information.
full title to the residence.
1) Create or select a transfer activity Residence Transaction Expense Reimbursement for processing; 2) Create or select action(s) to set, and
apply limits on travel advances as not authorized; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
The travel system must, for Residence Transaction Expense Reimbursement, provide transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system accepted the inputs; 7) Create or select action(s) to a
10.09.29 the capability to set, change, and apply limits on travel advances as not authorized request for a travel advance; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Verify the
for residence transaction expense reimbursement as set forth in FTR 302-6. system prevents processing the travel advance request; 11) Create or select action(s) to change previous limits set; 12) Create or select
transaction(s) to process the selected action(s); 13) Process the transaction(s); 14) Produce a report/query; 15) Verify the report/query
shows the system applied the changes.
1) Create or select a transfer activity that includes a Residence Transaction Expense Reimbursement for processing; 2) Create or select
action(s) to enter the date the employee reports for duty at the new official station; 3) Create or select action(s) to enter the inclusive time
period for completing the Residence transaction according to the regulation stated in the FFMR; 4) Create or select transaction(s) to process
Th i for Resid - ion E Reimb id both transaction(s); 5) Process both transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system captured the
¢ trave. §ystem must, for Residence r"‘ns?w“o‘? XpENSe Reim ursement, provide date the employee reports for duty at the new official station and the inclusive time period for completing the residence transaction.
the capability to capture the settlement date time limitation (2 years from date
10.09.30 employee reports for duty at new official station, which may extend 1 year) and 1) Create or select a transfer activity that includes a Residence Transaction Expense Reimbursement for processing; 2) Create or select
o identification of employees, not authorized for this reimbursement (new appointees, action(s) to enter the date the employee reports for duty at the new official station; 3) Create or select action(s) to enter the inclusive time limit
employees assigned under the Government Employees Training Act, and Foreign for completing the residence transaction according to the regulation stated in the FFMR; 4) Create or select transaction(s) to process both
PCS employees. action(s); 5) Process both transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system captured the date the
employee reports for duty at the new official station and the inclusive time limit for completing the residence transaction; 8) Create or select
action(s) to process a one (1) year extension; 9) Create or select transaction(s) to process the selected action(s); 10) Process the
transaction(s); 11) Produce a report/query; 12) Verify the report/query shows the system updated the time limit for completing the residence
transaction(s).
The system must, for Allowance for Relocation Services, provide for the .. . . . . . .
. 4 o . . b .. . 1) Create or select a transfer activity that includes Relocation Services for processing; 2) Create or select action(s) to enter (a) the maximum
reimbursement maximums or limitations applicable to regulatory provisions in effect S . . . . . . .
\ . . . amount or limitations of reimbursement, (b) the method of reimbursement and its pertinent information; 3) Create or select transaction(s) to
10.09.31 on the employee's effect date of transfer, allowing for relocation services as a . . .
. . . process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system
substitute for relocation allowances authorized (e.g. household goods management . .
. . . captured the information.
services as a substitute for transportation of household goods).
The system must, for Allowance for Miscellaneous Expense, provide for the .. . . . . .
105y S R . P P S 1) Create or select a transfer activity that includes Misc. Expense for processing; 2) Create or select transaction(s) to enter (a) the maximum
reimbursement maximums or limitations applicable to regulatory provisions in effect S . . - . . . .
R . . amount or limitations of reimbursement, (b) the method of reimbursement and its pertinent information; 3) Create or select transaction(s) to
10.09.32 on the employee’s effective date of transfer or appointment. Must also allow for

entering appropriate data for various options of method of reimbursements, including
daily itemization of actual expenses, for minimum and Actual Reimbursements.

process the selected transaction(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system
captured the information.

Page 57 of 71



DRAFT 9/26/02

The travel system must, for Allowance for Miscellaneous Expense, provide the

1) Create or select several transfer activities that includes Misc. Expense where a travel advance is not authorized for processing; 2) Create or
select action(s) to enter the maximum amounts or limitations of the travel advance; 3) Create or select transaction(s) to process the selected
action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system accepted the transaction(s);

.09. ili imi 1 t authorized f . L . .
10.09.33 cap ability to set, change, and apply limits on trfive advances as not authorized for 7) Create or select action(s) to change the amounts or limitations; 8) Create or select transaction(s) to process the selected action(s); 9)
miscellaneous expenses allowance as set forth in FTR-302-3. . . .
Process the transaction(s); 10) Create or select action(s) to process a request for travel advance; 11) Create or select transaction(s) to process
the selected action(s); 12) Process the transaction(s); 13) Verify the system does not allow a travel advance to be processed.
The travel system must, for Allowance for Miscellaneous Expense, provide the 1) Determine the required information needed to identify employees that are not authorized to receive an Allowance for Miscellaneous
capability to capture required information to identify employees not authorized to Expenses; 2) Create or select one transfer activities for each item listed in the FFMR for processing; 3) Create or select action(s) enter to
10.09.34 receive the allowance (employee's first assignment unless to an overseas location, required information; 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a
new appointees, employees assigned under the Government Employees Training Act, report/query; 7) Verify the report/query shows the system captured the required information to identify the information needed to not authorize
and employees returning from overseas assignments for the purpose of separation). the Allowance for Misc. Expenses.
The travel system must, for Allowance for Property Management Services, provide
the capability to capture the following required information:
-Optional use by employee
-Authorized to transfer to forei /transferred back to a different non-foreign area .. . . . .
Auen(;rlze;i sofor:?:ne;c:s (())t{zrg;a;eaa zzrrlri c;r;e wlfi((::h :s:ist the emplovees g 1) Create or select a transfer activity that includes a property management service for processing; 2) Create or select action(s) to enter the
10.09.35 Eency pay . Y pany Wil .. poy! information listed in the FFMR; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
transferred to a non-foreign area from a foreign area in retaining and renting, rather . . .
. . Produce a report/query; 6) Verify the report/query shows the system captured the information.
than selling residence at Government expense
- Up to a maximum of 24 months (2 years from effective date of transfer)
- Agency may offset any expenses paid against subsequent reimbursement for sale of
residence.
The travel system must for Allowance for the Transportation of Privately Owned
Vehicle (POV), provide for the reimbursement maximums or limitations applicable to| 1) Create or select a transfer activity that includes Transportation of Privately Owned Vehicle (POV) for processing; 2) Create or select
10.09.36 regulatory provisions in effect on the employee’s or new appointee’s effective date of] action(s) to enter (a) the maximum amount or limitations of reimbursement, (b) the method of reimbursement and its pertinent information; 3)
o transfer or appointment. Agency pays entire costs from point of origin to destination Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
- Commercial means report/query shows the system captured the information.
- Government means as space available
1) Create or select several transfer activities that includes Transportation and Storage of Privately Owned Vehicle (POV) with an authorized
. . travel advance for processing; 2) Create or select action(s) to enter the maximum amounts or limitations of the travel advance; 3) Create or
The travel system must, for Allowance for Transportation of Privately Owned . . . .
. . - .. select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
Vehicle (POV), provide the capability to set, change, and apply limits on travel . . S
10.09.37 . .. shows the system accepted the transaction(s); 7) Create or select action(s) to change the amounts or limitations; 8) Create or select
advances for transportation and emergency storage of employee’s privately owned . . . . .
vehicle (POV) as set forth in FTR 302-10 transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Create or select action(s) to perform a negative test to
’ process the travel advance for more than the limitation amounts; 11) Create or select transaction(s) to process the selected action(s); 12)
Process the transaction(s); 13) Produce a report/query; 14) Verify the report/query shows the system applied the limitations.
1) Determine the restrictions for both outside the U.S. and within Conus for an Allowance for Transportation of Privately Owned Vehicle
. . (POV); 2) Determine the restrictions for authorizing a rental car at either duty station; 3) Create or select several transfer activities for each
The travel system must, for Allowance for Transportation of Privately Owned item listed in the FFMR with Transportation and Storage of Privately Owned Vehicle (POV) for processing; 4) Create or select action(s) to
10.09.38 Vehicle (POV), provide the capability to capture restriction for Both outside U.S. and P £ Y P &

with Conus, and that rental car is not allowed At either duty station.

process the activities; 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a
report/query; 8) Verify the report/query shows the system captured the required information to restrict the allowance for Transportation and
Storage of POV.
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The travel system must, for Withholding Tax Allowances, provide the capability to
calculate in Year 1 a gross-up formula (compensate the employee for the initial tax,
the tax on tax, etc.) for a Withholding Tax Allowance (WTA) payment amount to

1) Determine what type of withholding deductions listed in the FFMR to use for processing; 2) Create or select a transfer activity that will
include processing the withholding of deductions selected for processing; 3) Create or select action(s) to process the activities selected for

10.09.39 s . . . . withholding of deductions; 4) Create or select the transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a
cover the employee’s Federal or Puerto Rico withholding tax each time covered . . .
. . . . . report/query; 7) Verify the report/query shows the system grosses up the supplemental wages and calculates tax withholdings and other
moving expense reimbursements are made, excluding other withholding tax . .
Lo deductions correctly for the items selected to process.
obligations.
. . . . 1 1 lect transfer activiti ith Withholding Tax All i Itipl fi ing; 2) Create or select action(s) to process
The travel system must, for Withholding Tax Allowance, provide the capability of ) CI‘CE?. ¢ or se’ect ranster activities with Witho ding Tax Allowance in rutlipie years 10f processing, .) reate of (s)top
. e . - : . the activities; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query;
10.09.40 processing more than one WTA if reimbursement for moving expenses is received in . . . . .
6) Verify the report/query shows the system grosses up the moving expense reimbursement for each year and calculates tax withholding
more than 1 calendar year. . .
allowance correctly using the applicable rate.
The travel system must, for Relocation Income Tax (RIT) Allowance, provide the
capability to capture the following Limited expenses or allowances covered by RIT:
- house hunting trip
- en route travel according to current IRS regulations
- household goods shipment (including temporary storage over 30 days)
- non-temporary storage expenses (before October 12, 1984) 1) Create or select a transfer activity that includes a Relocation Income Tax Allowance for processing; 2) Create or select action(s) to enter the
10.09.41 - mobile home/boat movement Limited expenses or allowances listed in the FFMR; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
- temporary quarters transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system captured the information.
- residence transactions (real estate) expense reimbursement
- relocation services which constitute income to the employee
- miscellaneous expenses allowance
- property management services allowance
- employees it is not authorized for
1) Create or select several transfer activities that includes Relocation Income Tax (RIT) Allowance where a travel advance is not authorized for
processing; 2) Create or select action(s) to enter the maximum amounts or limitations of the travel advance; 3) Create or select transaction(s)
The travel system must, for Relocation Income Tax (RIT) Allowance, provide the to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system
10.09.42 capability to set, change, and apply limits on travel advances as not authorized for accepted the transaction(s); 7) Create or select action(s) to change the amounts or limitations; 8) Create or select transaction(s) to process the
relocation income tax (RIT) allowance as set forth in FTR 302-11. selected action(s); 9) Process the transaction(s); 10) Create or select action(s) to process a request for travel advance; 11) Create or select
transaction(s) to process the selected action(s); 12) Process the transaction(s); 13) Verify the system does not allow a travel advance to be
processed.
The travel system must, for Relocation Income Tax (RIT) Allowance, allow for 1) Create or select several transfer activities with Relocation Income Tax Allowance involving multiple states, and each different taxing
10.09.43 processing RIT claims involving two or more States with the selection of applicable situation for processing; 2) Create or select action(s) to process the activity; 3) Create or select transaction(s) to process the selected action(s);

taxing situations (average, highest, sum of the applicable state / local marginal tax
rate) to determine applicable single State /Local Marginal Tax Rate.

4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly determines the single
State/Local Marginal Tax Rate.

Combined high level scenario for 10.09.44 and 10.09.45:

The travel system must, for Relocation Income Tax (RIT) Allowance, Provide the
capability to calculate formulas for a Combined Marginal Tax Rate (CMTR) which

10.09.44 includes a single rate for Federal or Puerto Rico Marginal Tax Rate, State’s Marginal
Tax Rate (applicable when States do not allow deduction of moving expenses), and
Local Marginal Tax Rate.
The travel system must, for Relocation Income Tax (RIT) Allowance, provide the
10.09 45 capability to calculate a CMTR formula for Year 1 and for Year 2. (Formula adjusts

the State and local tax rates to compensate for their deductibility from income for
Federal or Puerto Rico tax purposes).

1) Create or select a transfer activity with Relocation Income Tax Allowance involving all three taxes listed in FFMR 10.09.44 crossing two
years for processing; 2) Create or select action(s) to process the activity; 3) Create or select transaction(s) to process the selected action(s); 4)
Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system correctly calculates the formula for a
Combined Marginal Tax Rate for Year 1 and Year 2.
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The travel system must, for Relocation Income Tax (RIT) Allowance, provide the

1) Create or select a transfer activity with a Relocation Income Tax Allowance in a State that does not allow deduction of moving expenses for
processing; 2) Create or select action(s) to process the activity; 3) Create or select transaction(s) to process the selected action(s); 4) Process

10.0946 °ap abll.lty o calcglate State gross-up formulas to be used when States do not allow the transaction(s); 5) produce a report/query; 6) Verify the report/query shows the system calculates the gross-up formula for non-deductible
deduction of moving expenses. .
moving expenses.
The travel system must, for Relocation Income Tax (RIT) Allowance, allow for 1) Creatve orlselect a Fransferv activ.ity that includes a Relocation Income Ta)f Allowance for processing; 2) Create or select action(s) to enter
10.09.47 . . . . appropriate information as listed in the FFMR; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
entering appropriate data for income level and filing status. . . . )
transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system captured the information.
The travel system must, for Home sale Program/ Home marketing incentive payments
provide the capability to calculate maximums or limitations applicable to the
following incentives: Agency pays transferred employee home marketing incentive 1) Create or select a transfer activity that includes Home Sale Program/Home Marketing Incentive Plan for processing; 2) Create or select
10.09.48 for finding a bona fide buyer for employee’s residence. May not exceed the lesser of: action(s) to enter (a) the maximum amount or limitations. of reimbursement, (b) the method of reimbursement and its pertinent inf(?rmation; 3)
a. Five percent (5%) of the price the relocation services company paid the employee Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
for residence, OR report/query shows the system captured the information.
b. Actual savings the agency realized from the reduced fee/expenses it paid to the
relocation services company.
The travel system must, for Home sale Program/ Home marketing incentive payments 1) Create or select a transfer activity that includes a Home Sale Program/Home Marketing Incentive Plan for processing; 2) Create or select
10.09.49 provide the capability to capture the following required information: employee use action(s) to enter information listed in the FFMR; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
relocation services companies under contract with the Government. transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system captured the information.
1) Determine the defined messages to display regarding statements, justifications, and certifications to the traveler and/or travel administrator
The travel system must provide for the capability to display defined messages to the for review; 2) Create or select several travel activities already entered into the system for processing: 3) Create or select action(s) to display
10.09.50 traveler and/or travel administrator regarding statements, justifications, and defined messages to the traveler and/or the travel administrator regarding statements, justifications, and certifications; 4) Create or select

certifications.

transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows
the system displays the defined messages as required.

: System Administration

The travel system must provide for flexible operational capability to allow for daily,

1) Determine the processing requirements for the system; 2) Determine the travel activities to process in the system; 3) Create or select
transaction(s) to process the travel activities selected for the time periods listed in the FFMR for processing; 4) Create or select transaction(s)

10.10.02 weekly, biweekly, monthly, quarterly, and annual processing requirements. to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system
processed the selected activities for the time periods listed in the FFMR.
1) Obtain the systems backup and recovery procedures; 2) Create or select transaction(s) to perform a backup of travel action(s) for
processing; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Verify the system backed up
10.10.07 The travel system must provide the capability for backup and recovery of the transaction(s) per the backup and recovery procedures.

transactions.

1: Audit Trails (Transaction Documentation)

1) Obtain the systems backup and recovery procedures; 2) Create or select action(s) to perform a recovery of backed up travel action(s); 3)
Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Verify the system recovered the backed up
transaction(s) per the backup and recovery procedures.

14.01.20

A system must record the number, type, and dollar amount of transactions received
from each customer, including those transactions generated by DFAS. It must also
ensure that all transactions are processed in a timely manner and entered accurately

into the finance and accounting systems.

For interfacing transactions:
this is a system admin.
function.

1) Obtain a listing of incoming interfacing or manual transactions; 2) Create or select action(s) (manual and interfaces) to process and capture
the date, number, type, and the dollar amount; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
transaction(s); 5) Obtain or produce the daily transaction report; 6) Verify the daily transaction report shows the system processed,
recorded, and reported of all incoming transactions.
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A system must identify transactions failing to pass edits and/or otherwise not entered
so that they are controlled, assigned for research and correction by DFAS and/or the

This FFMR is related and
should be tested in

1) Determine what causes transaction(s) to fail to pass edits; 2) Create or select action(s) that will demonstrate (a) the system detects
transactions failing edits such as disbursements that do not match obligation or receipts without a corresponding receivable and (2) show the

14.01.21 customer, and, whenever feasible, recorded temporarily in a suspense account in the . . . system identifies and records those transactions in a suspense account; 3) Create or select transaction(s) to process the selected action(s); 4)
. conjunction with 14.01.14 . . . . . e
accounting system. and 14.01.15 Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system can identify transaction(s) failing to pass
T edits.

Major sources of data provided to the accounting and reporting systems must be 1) Obtain the procedural guidance to be used (i.e., MOA/MOU's) for (a) documenting major sources of data received or (b) documentation
14.01.24 documented and a copy of the documentation provided to the customer for their received containing similar information for all the system interfaces (automated and manual); 2) Determine the procedures for providing this

information and appropriate action, if required. information to the customer for their information and action.

The number, type, and dollar amount of transactions transmitted by the customer, DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding
14.01.27 must be received and tracked by the system to ensure they are properly process and this

recorded. B

The system must include all transactions received from customers, as well as DFAS-DSMA is assessing the status of this FEMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regardin
14.01.28 generated by DFAS, with the effective date of the current reporting period in the data S ASSESSINg the sttt ) ’ o . any questions regarding

reported for that reporting period.

this.

2: Systems Controls and Documentation

Financial management systems must incorporate the appropriate security controls
that will ensure compliance with the Computer Security Act of 1987 and OMB

1) Obtain and review the systems security certification reports, System Security Authorization Agreement (SSAA), and audit trail logs; 2)
Create or select action(s) to display the systems security controls currently in place; 3) Create or select transaction(s) to process the selected

14.02.11 Circular A-130. action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system incorporates the
appropriate security controls to ensure compliance with the Computer Security Act of 1987 and OMB Circular A-130..
All do.cumentatlon for the system (software, system, operatlgns, user manual, 1) Obtain the following documentation: (a) systems software; (b) system operations; (c) system user manual; and the (d) system operating
14.02.12 operating procedures, etc.) shall be kept up-to-date and readily available for . . . . Lo
examination procedures; 2) Determine the procedures used to keep the documentation up-to-date and readily available for examination.
A system's user documentation shall be in sufficient detail to permit a person with a
14.02.13 general knowledge of the agency's programs and systems to obtain a comprehensive 1) Obtain a copy of the user documentation; 2) Review documentation (by someone with a general knowledge of the agency's programs and
o understanding of the entire operation of the system. systems); 3) Verify the inclusion of system functionality is in sufficient detail to provide a comprehensive understanding of each functionality.
The system svtechr.ncal system d(?cun.qentatlo.n such as requirements documents, . 1) Obtain a copy of the user documentation; 2) Review documentation (by someone with a general knowledge of the agency's programs and
14.02.14 systems specification and operating instructions shall be adequate to enable technical . . . . oo . . . . . . .
. . . systems); 3) Verify the inclusion of system functionality is in sufficient detail to provide a comprehensive understanding of each functionality.
personnel to operate the system in an effective an efficient manner.
On going maintenance of the financial management system shall be performed to 1) Obtain and review the systems on-going maintenance prf)cedures (including malntenanc§ log, if available); 2) Create or select actlon(.s) to
14.02.15 . . . perform on-going maintenance; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Verify
enable the system to continue to operate the system in an effective manner. . :
the on-going maintenance procedures can be performed.
14.02.16 An overall design for financial and mixed systems shall be based on the financial DFAS-DSMA is assessing the status of this FFMR. Contact DFAS-DSMA at 703-607-5069 (DSN 327-5069) with any questions regarding
o and programmatic information and processing needs of the agency. this.
The system environment must provide for adequate training and appropriate support
14.02.44 to the users based on the level, responsibility and roles of individual users, to enable 1) Determine the various type of training that can be provided; 2) Obtain the training materials developed; 3) Obtain the training schedules; 4)

the users of the systems at all levels to understand, operate and maintain the system.

Review the OT results, if available.

3: General Controls

In v.4, the requirements in this subsection were finalized too late for the Work Group to write scenarios for them to include in this spreadsheet; although some that were moved have associated scenarios written before they were moved. The Work Group will
write (and reveiw those already written) at a later point, and the those will be added to this spreadsheet then.
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14.03.01

Upon completion of a system's implementation tests, an agency official must certify
the results of the tests demonstrate that the installed security safeguards are adequate
for the application.

Review System Security Authorization Agreement (SSAA) for certification.

14.03.02

The accreditation of a system must be supported by a certification plan, a risk
analysis of the system in its operational environment, an evaluation of the security
safeguards, and a certification report, all approved by the DAA, and a vulnerability
assessment. Accreditation of computers embedded in a system may be at the system
level.

14.03.03

Changes affecting the security of a system must be anticipated. Any changes to the
system or associated environment that affect the accredited safeguards or result in
changes to the prescribed security requirements shall require reaccreditation.
Reaccreditation shall take place before the revised system is declared operational.
Minimally, a system shall be reaccredited every 3 years, regardless of changes.
There shall be an evaluation plan for the system showing progress towards meeting
full compliance with stated security requirements through the use of necessary
computer security safeguards.

14.03.04

All Agencies shall implement and maintain a program to assure that adequate
security is provided for all agency information collected, processed, transmitted,
stored or disseminated.

1) Review system access report, Intrusion Detection Report, security requirements for intranet, internet, data warehouse, electronic commerce,
and the application SSAA; 2) Verify that adequate security is provided.

14.03.05

Each designated approving authority (DAA) shall implement and maintain the
DITSCAP for security C&A of DoD Component and DoD contractor IT systems and
networks under their jurisdiction

14.03.06

Use a disciplined life cycle approach to manage information resources form
acquisition to retirement. Every acquisition program shall establish program goals-
thresholds and objectives-for the minimum number of cost, schedule, and
performance parameters that describe the program over its life cycle. Security policy
shall be considered throughout the life cycle of a system from the beginning of
concept development, through design, development, operation, and maintenance until
replacement or disposal.

14.03.07

The system developer is responsible for ensuring the early and continuous
involvement of the users, information system security officers, data owners, and
DAAC(s) in defining and implementing security requirements of the system. There
shall be an evaluation plan for the system showing progress towards meeting full
compliance with stated security requirements through the use of necessary computer
security safeguards and system controls. The Operational Test Agency (OTA) shall
test and evaluate all hardware and software alterations that materially change system
performance (operational effectiveness and suitability). This includes system
upgrades and changes to correct deficiencies identified during Test and Evaluation.

14.03.08

Each file or data collection in the system shall have an identifiable source throughout
its life cycle. Its accessibility, maintenance, movement, and disposition shall be
governed by security clearance, formal access approval, and need-to-know.

14.03.09

Ensure that data ownership is established for each systen, to include accountability,
access rights, and special handling requirements.

14.03.10

IITOTPUTATT PCTSUIIAI STCUTITY CUIITUIS SUTIT dS. STPAIrdtIoIl U TULITS, TTAST PTIVIITET
and individual accountability into the application and application rules as

int
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14.03.11

Contingency plans and backup fucntions shall be developed and tested to provide
reasonable continuity of system support if events occur that prevent normal
operations. If data is modified or destroyed, procedures must be in place to recover.
The plans should be tested periodically under realistic operational conditions.

14.03.12

Where required, as specified in OMB Circular No. A-130 (reference (j)), a program
for developing and testing contingency plans shall be established to ensure that
system security controls function reliably and, if not, that adequate backup functions
are in place to ensure that security functions are maintained continuously during
interrupted service. If data is modified or destroyed, procedures must be in place to
recover. The objective of contingency planning is to provide reasonable continuity of]
system support if events occur that prevent normal operations. The plans should be
tested periodically under realistic operational conditions.

14.03.14

An accounting system shall protect government information commensurate with the
risk and magnitude of harm that could result from the loss, misuse, unauthorized
access to, or modification of such information.

14.03.15

An accounting system shall record, preserve, and make accessible sufficient
information to: (1) ensure the adequate management and accountability of an agency
program, and (2) protect the legal and financial rights of the Federal Government.

14.03.16

An accounting system shall have records management and archival functions built
into the design, development, and implementation of the information system.

Not Testable: The FFMR states NOT to collect any unnecessary data but it's not specific.

14.03.17

An accounting system shall collect or create only the information necessary for the
proper performance of agency functions and which has practical utilities.

1) Identify system processes and determine if an electronic data collection technique is used; 2) if they do not use the electronic collection
technique, analyze the collection method used to determine if using an electronic collection technique would impact the burden, efficiency, cost

and service.

14.03.18

An accounting system must use electronic collection techniques where such
techniques reduce the compliance burden on the public, increase the efficiency of
government programs, reduce the cost to the government and the public, and/or
provide better service to the public.

Produce a report/query on financial activities such as financial statements, data calls, output files sent to other systems.

14.03.19

An accounting system must provide adequate and proper documentation of agency
financial activities.

1) Determine the confidential information in the system; 2) Determine the user roles having access to such information; 3) Perform a negative
test by having an unauthorized user attempt to access the confidential information and verify system's rejection of such access.

14.03.20

An accounting system shall limit the sharing of information that identifies individuals
or contains proprietary information to that which is legally authorized, and impose
appropriate conditions on use where a continuing obligation to ensure the
confidentiality of the information exists.

14.03.21

An accounting system must be designed and documented in a manner that ensures
effective and accurate operations. The design should allow easy modification as the
system's environment changes.

1) Determine the data requirement for the operation; 2) Obtain the system's record layout; 3) Verify the system's record layout matches the

data requirements; 4) Verify the incoming data is limited to the system's record layout.

14.03.22

A system must limit collection of information, which identifies individuals to that
which is legally authorized and necessary for the proper performance of agency
functions.

14.03.23

Appropriate administrative, physical, and technical safeguards must be built into an
existing accounting system and all new applications.

14.03.24

A system must have adequate controls to protect information that is shared with

other systems.
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14.03.25

The system must be certified and accredited for operational use. The completed
certification and accreditation process must include a risk assessment, security
testing, contingency planning, and a vulnerability assessment.

Chapter: 16 Benefits

1: Claims Acceptance and Tracking

Combine Scenario for 16.01.01/02

The benefit system must capture all appl mandatory data elements (i.e. universal &
appropriate categorical) specified in the "Appl Info Stores", which include: -
Name/address of claim holder (person whose record benefit is earned/due)-SSN/Birth
date of claim holder-Date of initial claim-Claimant info (if other than claim holder),
including: name, add, SSN, birth date-claimant's relationship to claim holder when
different from claim holder (e.g. self/spouse/child/ dependent parent)-Name/
relationship of a rep payee, including estate executors or legal guardians, when appl-

16.01.01 Specific benefits(s) for which the claim is made-Claimant add-Bank info for direct
deposit, if appl including American Bank Assn routing #, claimant bank account #,
and account type-Type of evidence/proofs required and submitted when appl-Status 1) Create or select claim(s) for processing; 2) Create or select action(s) for processing data to cover all applicable elements in the FFMR,
of claim (e.g., approved, pending, denied)-For benefits systems relating to taxable where the claim has not been approved; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
programs, info needed to determine withholding amount such as: withholding status Produce a report/query on these claims from data contained in the application information store; 6) Verify the report/query shows the system
(e.g., approved, pending, denied) needed to determine withholding amount such as: recorded all applicable elements and did not create master record.
-withholding status (e.g., married, single, or exempt) -tax number of withholding
allowances -back-up holding -additional voluntary amount of tax withholding.
The benefit system must maintain all of the data elements specified in the
"Application Information Stores" (reference listing in 16.01.01) so information is
16.01.02 readily accessible through standard online queries or reports, until the claim is
approved and a master record is established, or until a final determination is made
denying the claim.
The benefit system must provide for electronic acceptance of benefit applications by
fiscal year 2003. If an agency anticipates receipt by electronic means of 50,000 or 1) As applicable, create or select different types of electronic benefit application(s) for processing; 2) Create or select action(s) to process the
more submittals of a particular form, the system must allow multiple methods of applications; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
16.01.03 o . . . . . . e
electronic signatures for the submittal of such form, whenever feasible and Verify the report/query shows the system accepts the applications; 7) Verify the system electronically acknowledges successful submission of
appropriate. Additionally, the system must provide for the electronic the applications.
acknowledgement of electronic forms that are successfully submitted.
1) Create or select different types of correspondence(s) submitted by various electronic mediums; 2) Create or select action(s) to process the
correspondence; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select action(s)
The benefit system must capture all correspondence, including due process requests to process a response to the correspondence; 6) Create or select transaction(s) to process the selected action(s); 7) Process the transaction(s);
submitted by various electronic mediums and automatically associate the 8) Produce a report/query; 9) Verify the report/query shows the correspondence and response are associated with the specific claim for the
16.01.04 correspondence with the specific claim for the required action. For manually required action.

submitted correspondence, the benefit system must provide for associating the
correspondence with the specific or existing claimant master record for the required
action.

1) Create or select different types of correspondence(s) submitted manually; 2) Create or select action(s) to process the correspondence; 3)
Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select action(s) to process a
response to the correspondence; 6) Create or select transaction(s) to process the selected action(s); 7) Process the transaction(s); 8) Produce
a report/query; 9) Verify the report/query shows the correspondence and response are associated with the specific claim for the required
action.
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The benefit system must incorporate input and completeness controls to ensure only

1) Create or select incomplete electronic application(s) for processing; 2) Create or select action(s) to process the applications; 3) Create or

16.01.05 complete applications are accepted by the system when electronic methods (e.g., web select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Verify the system rejects the applications and identifies
based, telecommunications) are used to facilitate claim form acceptance. the incomplete portion(s).
The benefit system must provide the capability to flag a claimant's paper based 1) Create or select incomplete manual application(s) for processing; 2) Create or select action(s) to process the applications; 3) Create or select
16.01.06 application as incomplete and to suspend further processing of the application until it transaction(s) to process the selected action(s) into the system as incomplete; 4) Process the transaction(s); 5) Verify the system flags the
is properly completed as specified by program requirements. applications as incomplete; 6) Verify the system suspends processing of the applications.
1) Determine and identify the agency polices for storing flagged applications; 2) Create or select flagged application(s) for processing; 3)
The benefit system must store incomplete applications in accordance with agency . o Verify ﬂagged aPplicati9ns are stpred .in accordance wiFh. agency pol.icies; 4? Cr.eate or select action(s) to advance t.he system's clock to cover
.. . . . . L . Continue from Scenario in |the appropriate time period identified in the agency policies for purging application(s); 5) Create or select transaction(s) to process the
16.01.07 policies, and provide for automatic purging of incomplete applications after a time . . . L
. . 16.01.06 selected action(s); 6) Process the transaction(s); 7) Create or select action(s) to produce a report/query of flagged application(s); 8) Create
period specified by the agency. or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Produce the report/query; 11) Verify the
report/query shows the previously flagged applications are automatically purged.
. . . . . L 1) Create or select claim(s) awaiting review or already reviewed for processing; 2) Create or select action(s) to produce records/reports which
For each claim, the benefit system must associate a unique identifier (e.g., initials or . . . . . . .
16.01.08 . . . include the reviewing employee's identifier; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s);
user code) of the employee assigned to review the claim. 5) Produce the records/reports; 6) Verify the record/reports shows the employee's identifier is the employee assigned to review the claim.
1) Determine and identify the alternative application procedures that can be used by persons with disabilities; 2) Create or select application(s)
16.01.09 The benefit system must utilize an alternative application procedure that for persons with disabilities for processing; 3) Create or select action(s) to process the application(s) using the different alternative application
o accommodates persons with disabilities (e.g., blind, missing limbs). identified for persons with disabilities; 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6)
Produce a report/query; 7) Verify the report/query shows the system processed the applications.
1) Create or select deniable claim(s) for processing; 2) Create or select action(s) to process and flag the claims as denied; 3) Create or select
16.01.10 The benefit system must provide the capability to track the status of due process or transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select action(s) to process various appeal

other appeal proceedings when applicable, after an initial claim has been denied.

proceeding to different stages; 6) Create or select transaction(s) to process the selected action(s); 7) Process the transaction(s); 8) Produce
a records/reports/queries on the claims; 9) Verify the records/reports/queries show the system has correctly tracked the status of the appeals.
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: Claims Processing

A. Administrative Process

The benefit system must utilize claimant data that has been submitted electronically

1) Create and select electronically submitted claimant(s) data for processing; 2) Create or select action(s) to process the claimants data; 3)

16.02.01 in an automated fashion without manual intervention (i.e., avoid re-entering data Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
from one component to another). report/query shows the system utilized the electronically submitted data without manual intervention.
The benefit system must have the ability to date and time stamp due process requests . 1) Create and select electronically submitted claimant(s) correspondence and responses for processing; 2) Create or select action(s) to process
. .. . . . Everything should be dated . . .
16.02.02 and other time sensitive correspondence (incoming and outgoing) that has been and time stamped! the correspondence and the responses; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
received/sent through electronic mediums. pec: Produce a report/query; 6) Verify the report/query shows the system date and time stamped the time sensitive correspondence.
Th fit syst t te automated kload distribution b . L . L . . . .
© l.ae.n CHI1 Systemhl mus .accomr.noda ¢ automated case workioad ¢is r.lbu on by 1) Create or select claim(s) with different routing criteria for processing; 2) Create or select action(s) to route the claims for processing; 3)
providing for various claim routing options as determined and maintained by the . . . .
16.02.03 .. . .. . Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
system administrator. For example, provide for the ability to route claims for manual . . . , .
validation report/query shows the system correctly routed the claims in accordance with the system administrator's routing scheme.
. . . 1 s lect clai that i 1 calculati ification of fit ts f ing; 2 t lect acti t
The benefit system must provide the user the ability to update a claimant's master ) Create or select ¢ aim(s) that require manual calculation or verification o be.ne it payments for processing; ) Create or select action(s) to
. . L . . process the claims; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
16.02.05 record with the results of a manual claim validation or manual verification of the : . . . .
. . report/query; 6) Verify the report/query shows the system updates or creates the master records with the calculation and/or verification that
benefit payment amount, or create a new master record if none exists.
occurred manually.
. . Lo 1 t lect 1 i lete clai fi ing; 2 t lect acti t te the clai ith all th i
The benefit system must have the ability to capture what information is needed from . ) Crea e or selec agged incomplete c.alm(s) or processing; 2) Crea e or select ac ion(s) to update e claims with all the required
16.02.06 . : . . information; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6)
the claimant in order to complete an incomplete claim. . . .
Verify report/query shows the system processes and accepts the required information.
. . . . . 1) Determine th ies ti iod f¢ leting claims; 2 t lect clai that h t let ing; 3 i
The benefit system must incorporate a notification mechanism that informs users ) De CTIING the agencies time p erlo(% or completing claims; 2) .Crea.e of seiec ¢ alm.(s) 'at have not comp'e ed processing; 3) Cre.a cor
. . . select action(s) to advance the system's clock to cover the appropriate time period identified in agency policies; 4) Create or select action(s) to
16.02.08 (claim evaluators and supervisors) when an application(s) has not completed . . . .
. Lo . . process the transaction(s); 5) Create or select transaction(s) to process the selected action(s); 6) Process the transaction(s); 7) Produce a
processing within a time frame that can be specified by the agency. . . . .
report/query; 8) Verify the report/query shows the system notifies the users of past due incomplete claims.
The benefit system must facilitate user queries on individual claims. Specifically, for
all claims that have been received and recorded in the system, the system must be . . . . . o . . .
. . . L . . 1) Create or select claim(s) for processing; 2) Create or select action(s) to produce a query using varying criteria, including those listed in the
able to retrieve data maintained in the application information stores by querying the . . . .
16.02.09 . \ . o . . requirement; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the query; 6)
claim holder' (or claimant if different) information. For example, data must be . . . S .
. . . Verify the query shows the system retrieves the applicable data from the application information stores.
retrievable by query on full name, and Social Security Number (SSN) or taxpayer 1D
number.
. . . 1 t lect denied clai fi ing; 2 t lect acti t di / ts/queri the claims; 3 t
For denied claims, the benefit system must accommodate explanation codes to ) Create or selec enied claim(s) for processing; ) Create or select ac 10ns(§) o produce records/reports/queries on the claims; ) Crea e or
16.02.10 s : . select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the records/reports/queries; 6) Verify the
indicate the reason why the claim has been denied. . . . . . .
records/reports/queries shows the system displayed explanation codes to indicate the reason(s) why the claim has been denied.
The benefit system must automatically create a claimant master record using the
claimant information for initial claims that are approved, when a master record for
the claimant did not previously exist. The master record must contain all of the
following mandatory data elements: -all applicable mandatory data elements 1) Create or select claim(s) for processing; 2) Create or select action(s) to process information data for several different types of approved
16.02.11 (Universal and appropriate categorical) specified within the application information claims that do not have a master record for processing; 3) Create or select transaction(s) to process the selected action(s); 4) Process the

data stores -general information such as: case status, benefit type, chronology of key
dates -award data such as: total award, gross and or net monthly payment as
appropriate -payment history such as: prior disbursement, collections including
principal and interest accruals -special Collection Activity Data such as: delinquent
debt activity and status.

transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system automatically creates the master record, and that all
data elements given in the FFMR are present.
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1) Create or select claim(s) for processing; 2) Create or select action(s) to process claimant information data for several different types of
existing claims with additional claim for other benefit(s), and that have an existing master record for processing; 3) Create or select
transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the
system automatically updates the master record to reflect the status (pending, approved, or rejected) of additional claims and does not create a
new master record.

The benefit system must automatically update an existing claimant master record
(i.e., claimant already receives a different type of benefit administered by the agency)|This is just a narrow
to reflect the status (pending, approved, or rejected) of additional claims for other instance of 16.04.02
benefits the agency administers that are sought by the claimant.

16.02.12

The benefit system must automatically merge the mandatory claimant data
16.02.13 maintained in the application information stores into the appropriate master record  |Continue from 16.02.11
after a claim has been approved and a claimant master record has been established.

Continue from 16.02.1 for a claim with data in the Application Information Store; 1) Verify the master record includes the applicable data from
the Application Information Store.

The benefit system must provide the capability to generate statistics on approved and 1) Create or select a sufficient quantity of approved and denied claim(s) for processing; 2) Create or select action(s) to produce a report/query

16.02.14 rejected claim applications See also 16.02.26 generating statistics on approved or denied claim(s) application(s); 3) Create or select transaction(s) to process the selected action(s); 4)
’ Process the transaction(s); 5) Produce the report/query; 6) Verify the report/query shows the system generates an accurate report.
1) Create or select record(s) with system-generated acceptances and denials for processing; 2) Create or select action(s) to manually override
16.02.15 The benefit system must provide the capability to accept, identify, track, and report the acceptance/denial; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
manual overrides of system-generated acceptance/rejection recommendations. report/query on the manual overrides; 6) Verify the report/query show the system contains accurate and sufficient information to identify and
track the manual overrides.
1) Create or select record(s) with initial denial of benefits for processing; 2) Have the authorized user determine what records to reverse and
The benefit system must allow a user who has the proper access to reverse or affirm affirm; 3) Create or select action(s) to reverse the selected records; 4) Create or select transaction(s) to process the selected action(s); 5)
16.02.16 an initial decision regarding the denial of a benefit, and process the claim Process the transaction(s); 6) Create or select action(s) to affirm the selected records; 7) Create or select transaction(s) to process the
accordingly. selected action(s); 8) Process the transaction(s); 9) Produce a report/query; 10) Verify the report/query shows the system processed the
claims correctly.
The benefit system must provide the capability to review all prior employee notations|See 16.04.04 for creation of 1) Create or sele.ct record(s) Yv?th notations or decisions made While processing a benefit claim for processing; 2) Create or se}ect action(s) to
16.02.17 review the notations and decisions; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)

isi hil i fit claim. 1 . : . . .
or decisions made while processing a benefit claim rotes Produce a report/query; 6) Verify the report/query shows the system displayed the notations and decisions for review.

B. Eligibility Determination Processes

1) Create or select eligible application(s) based on agency program criteria for processing; 2) Create or select several ineligible applications for|
processing; 3) Create or select action(s) to process the applications; 4) Create or select transaction(s) to process the selected action(s); 5)
Process the transaction(s); 6) Produce a report/query; 7) Verify the report/query shows the system determines the applications' eligibility
correctly.

The benefit system must have the ability to automatically compare information
16.02.20 contained in application(s) that have been submitted by claimants against agency
program eligibility criteria (i.e., screen applications for eligibility).

1) Create or select claim(s) that require manual validation for processing; 2) Create or select action(s) to manually validate the claims; 3)
16.02.21 The benefit system must have the ability to accept the manual validation of a claim. Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
report/query shows the system accepts the manual validation.

The benefit system must provide for maintaining separate eligibility criteria and

16.02.22 . . . For Scenario see 16.02.20  [Perform the scenario for 16.02.20 for all applicable types of claims.
processing routines by type of claim.
The ber}eﬁt system must provide for estabhs}.lment. of Various age hmltan.m.ls. . 1) Create or select claim(s) covering all applicable age limitations for processing; 2) Create or select action(s) to process the claims; 3) Create
depending on the type of benefit for automatic verification of program eligibility. For . . ; .
16.02.23 . . . or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query
example, the system should allow for age attainment verification (e.g., generally a shows the svstem correctly determines proeram eligibilit
claimant must be at least 60 years of age to be eligible for SSA retirement benefits). 4 Y prog £ Y-
When there is a single system for all of the administering agency's benefit programs: 1) Create or select claims for conflicting benefits for
processing; 2) Create or select action(s) to process the claims; 3) Create or select transaction(s) to process the selected action(s); 4) Process
the t ti ; 5) Prod It/ ; 6) Verify th It/ hows th tem identifies th flicting claims.
The benefit system must provide the ability to cross-validate applicant information © Tansac IOH(S)., ) Produce a repo que.ry,. ) Veri y - © re_po quety STows TIe System [Cemes ,e on l,c e AT
. s . . When there are different benefit systems within the administrating agency: 1) Create or select a sample interfacing file (or send a test file from
against data maintained for other benefit payment programs, which are internal to the . . . o . ) )
16.02.24 interfacing system(s)) with conflicting benefit claims for processing; 2) Create or select action(s) to process the files; 3) Create or select

administering agency, to ensure compliance with all program requirements (e.g.,

ensure that applicant has not filed for multiple conflicting benefits). transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows

the system identifies the conflicting claims; 7) Create or select action(s) to generate interfacing files to send to other benefit systems within the
agency; 8) Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Produce a report/query; 11)
Verify the report/query shows the files contain all necessary information to identify conflicting claims.
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The benefit system must provide features to indicate that the applicant submitted

1) Create or select all types of evidence required to support claims for processing; 2) Create or select action(s) to record the evidence; 3)

16.02.25 required evidence. For example, allow user to record receipt of a school certification Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
pertaining to a claimant or his/her dependent child. report/query shows the system properly posted the evidence and associated it with the applicant.
The benefit system must provide features to create and mantain a system record of 1) Create or sele.ct a sufﬁc1ept quanFlty of approved and denied clalrps applications; 2) Create or sele.ct action(s) to produce report/query on
16.02.26 . . L See also 16.02.14 approved or denied applications claims; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
accepted and rejected claim applications. .
Produce a report/query; 6) Verify the report/query shows the system generates an accurate report.
The benefit system must provide tools to check the appropriate data files to 1) Create or select a duplicate application an.d al.so a second application where tl.le previous application was recer.ltly rejected for processing; 2)
. . . . L Create or select action(s) to process the applications; 3) Create or select transaction(s) to process the selected action(s); 4) Process the
16.02.27 determine whether the applicant has submitted a duplicate application or had a recent . . . . L
S . transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the systems has the tools to identify the applications as a
benefit application rejected. . . M, .
duplicate or having a recent benefit application rejected.
When there is a single system for all of the administering agency's benefit programs: 1) Create or select claim(s) for benefits with payments
being made in relation to other internal benefit programs for processing; 2) Create or select action(s) to process the claims; 3) Create or select
transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows
. . . the system properly adjusts the benefit payments.
The benefit system must provide features to determine whether payments being made - — — - - -
. . . . When different benefit systems are used within the administrating agency: 1) Create or select a sample interfacing file (or send a test file from
to the claimant in relation to other internal benefit payment programs affect the R X . : . ; ” .
16.02.28 . Yo ali il : . interfacing system(s)) for benefits with payments being made in relation to other internal benefit programs for processing; 2) Create or select
claimant's eligibility or payment amount for the benefit under consideration, ) . . .
. . . : action(s) to process the files; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
whenever legally permitted (i.e., permitted by statute or regulation). . . . .
report/query; 6) Verify the report/query shows the system identifies the affect of the other benefit payments and properly adjusts the benefit
payments within the system; 7) Create or select transaction(s) to generate interfacing files to send to other benefit systems within the agency;
8) Process the transaction(s); 9) Produce a report/query; 10) Verify the report/query shows the files contain all necessary information for
other systems to identify the affect on their benefit payments.
1) Create or select a claim(s) with questionable information for processing; 2) Create or select action(s) to put the claim on hold; 3) Create or
. . lect t ti t the select ti ; 4P the t ti ; 5) P It ; 6) Verity th 1t/
The benefit system must allow the user to put the processing of a claim on hold select transaction(s) to process the selec ed ac 1f)n(s), ) Process the transac 10n(s), ) . ro@uce a report/query; 6) Verify the repo /query
. e . . . shows the system suspended the claim and put it on hold; 7) Verify the appropriate action (if necessary) and create or select transaction(s) to
16.02.29 (suspend) while verifying questionable information, and to release hold (suspended) . . .
tat ot release the claim from hold; 8) Process the transaction(s); 9) Produce a report/query; 10) Verify the report/query shows the system has the
status as appropriate. ability to release the claim from hold for further processing (to correct the information, if necessary, and then to complete eligibility
determination).
C. Computational Processes
The benefit system must have the ability to determine if the effective date of the clain] 1) Create or select a claim(s) with an effective date in the future for processing; 2) Create or select action(s) to advance the system clock past
16.02.33 has been reached (e.g., the effective date of a retirement claim), and initiate the effective date; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a
subsequent processing. report/query; 6) Verify the report/query shows the system initiates processing of the claim.
The benefit system must provide features to compute the amount of both recurring 1) CreaFe or select claim(s) requiring single and recurring benefit payments (including recurring payments of limited duration, 1.f applicable) for
. . . . processing; 2) Create or select action(s) to produce a report/query; 3) Create or select transaction(s) to process the selected action(s); 4)
16.02.34 and non-recurring benefit payments based on all available information (e.g., . :
. . - Process the transaction(s); 5) Produce the report/query; 6) Verify the report/query shows the system computes the correct payment amounts
applicant data, and specific benefit program criteria).
and number of payments.
16.02.35 gil:azz?leﬁt system must determine the ending date for recurring payments of limited lfgl(l)(;vg:n in scenario from Continue from scenario 16.02.34; 1) Verify the system computes the correct ending date for recurring payments of a limited duration.
The benefit system must calculate the amount of recurring payment, or capture the 1) Create or select a claim(s) for recurring benefit payrnents. that require calculation fo.r processing; 2) Create or s§lect a claim(s) for recurring
. \ . . benefit payments where the amount of payment was determined externally for processing; 3) Create or select action(s) to process the claims;
16.02.36 amount of the claimant's recurring payment that has been determined externally, . . . .
. ; 4) Create or select transaction(s) to process the selected action(s); 5) Process the transaction(s); 6) Produce a report/query; 7) Verify the
when processing an approved claim for benefits. -
report/query shows the system computes or captures the correct payment amounts and number of payments (where applicable).
16.02.37 The benefit system must provide flexibility in maintaining pay rates. For example, 1) Determine the method used to maintain pay rates in the system; 2) Verify they are "easy" to maintain (e.g., by inquiring with those that must

use tables that are easily maintained by the user.

maintain them).
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The benefit system must provide for adjusting the amount of payment when the
claimant is receiving offsetting monetary amounts. For example, military retired pay

1) Create or select one (or more different) claim(s) where the claimant is receiving benefits that require offsetting for processing; 2) Create or

16.02.38 is offset on a dollar for dollar basis against veterans compensation payments, and for select action(s) to process the claim(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
individuals under age 65, Social Security benefits are offset at a predetermined ratio Produce a report/query; 6) Verify the report/query shows the system properly adjusts the amount of payment.
for every dollar earned by claimants above the established threshold amount.
The benefit system must identify whether the claimant retired under provisions of 1) Create or select one (or more different) claim(s) where the claimant retired under provisions of voluntary separation incentive for processingj
16.02.39 voluntary separation incentive and capture the amount of the incentive, for Federal 2) Create or select action(s) to process the claim(s); 3) Create or select transaction(s) to process the transaction(s); 4) Process the
and Uniformed Service retirement systems. transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system captures the amount of the incentive.
The benefit system must compute the base amount of retirement pay by determining 1) Create or select claim(s) to compute the base amount of retirement pay for processing; 2) Create or select action(s) to process the claims; 3)
16.02.40 the "highest paid 36 months (or other number as required by law, regulation or Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
statute) of paid service, for Federal and Uniformed Service retirement systems. report/query shows the system computes the base amount of retirement as required by law.
1) Create or select claim(s) - to include civilian only, military only, civilian with prior military, and civilian with military retirement (as
16.02.41 The benefit system must determine the creditable years of service based on dates of applicable) for processing; 2) Create or select action(s) to process the claims; 3) Create or select transaction(s) to process the selected
employment or active military service. action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system computes the correct
creditable years of service.
The benefit system must provide features to calculate the claimant's and/or related 1) Create or select claim(s) (both for a claimant and a related dependant) for processing; 2) Create or select action(s) to process the claims; 3)
16.02.42 dependent's age based on the birth date provided in an application or other verified Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the

source for subsequent use in determining claimant eligibility.

report/query shows the system calculates the correct age.

Combine Scenario for 16.02.43/44/45

The benefit system must provide for user defined reasonableness/tolerable limit

16.02.43 1) Create or select several claims that result in payments in excess of limits and/or manually enter amounts that exceed the identified limits for
checks on the amounts of benefit payments that are calculated by the system. . . . . .
- - - processing; 2) Create or select action(s) to process the claims; 3) Create or select transaction(s) to process the selected action(s); 4) Process
The benefit system must flag or suspend processing of a claim that fails . . .
16.02.44 . - . . the transaction(s); 5) Produce a report/query; 6) Verify the report/query shows the system flags the benefit payment and requires manual
reasonableness edits to facilitate manual verification of the amount computed. . . . . . . .
The bencfit svst t enabl q to have the abilitv ¢ 0 verification of amount; 7) Create or select transaction(s) to process verification/correction of payment amount; 8) Process the transaction(s);
¢ benelit system must enable approved users to have the abrlity 1o resume the 9) Produce a report/query; 10) Verify the report/query shows the system resumes processing of the claim once the correction/verification is
16.02.45 processing of a claim that was suspended for failing a reasonableness edit, and made
subsequently verified as accurate. ’
. . 1 s lect clai t i int i ing; 2 t lect acti to initiate the calculati f benefit t; 3
The benefit system must allow a user to initiate the calculation of a claimant's benefit ) Create or select ¢ alm.(s) at varying points during processing; ) Create or select ac }on(s) 0 initiate the calculation of benefit amount; )
16.02.46 . . . . Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
amount, at any time, based on claimant data that exists when the request is made. .
report/query shows the system calculates the correct benefit amount based on the data in the record.
1) Create or select claim(s) that require manually computed benefit payments for processing; 2) Create or select action(s) to manually input
16.02.47 The benefit system must have the ability to record the amount of manually computed the benefit amounts; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select
o benefit payments. action(s) to process the claims; 6) Create or select transaction(s) to process the selected action(s); 7) Process the transaction(s); 8) Produce a
report/query; 9) Verify the report/query shows the system records the correct benefit amount.
Th fit t t ide f¢ t ti 1 initiat Iculati . . . . . . .
¢ bene 1 sysem must p rovide for automatc system 1nitla eq calculation and or 1) Create or select different types of claim(s) for processing; 2) Create or select action(s) to process changes to the claims that will result in a
recalculation of benefit amount by claim type, based on a specific user defined event . . . .
16.02.48 . A . . . . different benefit payment amount; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5)
such as claim validation and approval, court order, claimant initiated withholding .
change, etc Produce a report/query; 6) Verify the report/query shows the system correctly calculates/recalculates the benefit amount.
1) Create or select claim(s) for processing; 2) Create or select action(s) to process changes to the claim(s) that will result in prior
The benefit system must provide features to calculate and send overpayment overpayments; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Create or select action(s) to
16.02.49 information (date of occurrence, claimant name, and overpayment amount) to process the claims; 6) Create or select transaction(s) to process the selected action(s); 7) Process the transaction(s); 8) Produce a

Receivables/Collections subsidiary ledger.

report/query; 9) Verify the report/query shows the system creates and sends (or creates a file to send) overpayment information to the
Receivables/ Collections subsidiary ledger.

3: Reporting
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a. Performance Reporting

The benefit system must provide features to compute and maintain performance

1) Determine and identify systems features to compute and maintain performance trends; 2) Create or select sufficient claim(s) for processing;
3) Create or select action(s) to execute performance report functions; 4) Create or select transaction(s) to process the selected action(s); 5)

16.03.01 trend h as: - doll: lue of benefit t de - fit . . . . . :
rends such as: - number and dollar value o DETICTt payments mace - average beneft Process the transaction(s); 6) Produce a report; 7) Verify the report produced the data as required and contained the valid data stated in the
payment - benefit payments made by operating levels and geographic region. FFMR.
The benefit system must.p rovide featltlres to compute and maintain efficiency 1) If necessary, create and process claim(s); 2) Create or select action(s) to execute the efficiency report function; 3) Create or select
measures to help determine the effectiveness of use of agency resources (at the local . . . . .
16.03.02 . .o transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report; 6) Verify the report is produced as
level and the national level) such as: - number of applications processed - number of . . .
. required and contains the valid data.
awards - number of denials.
E:j brerzetii‘: Sgit::; flixtluz\li) rizlgiliiiglerfs ;(incOri?}?:;i(tiheelsrzggggismi;lz)nmhar\;tisn 1) If necessary, create and process claim(s); 2) Create or select action(s) to execute the analysis of benefits time duration report function; 3)
16.03.03 ¢ receive S laverag o1 mo years, POTHs) showing Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report; 6) Verify the report is

the number of individuals receiving benefits for by duration (e.g., 1-5 years, 6-10
years) for the entire claimant population.

produced as required and contains the valid data.

b: Compulsory Notifications

The benefit system must provide for issuing standard notices for a variety of user

1) Create or select claim(s) for processing; 2) Create or select action(s) to produce notices reflecting situations that result in the requirement

16.03.05 defined events. For example, the benefit system must provide capabilities to notify for standard notifications; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the
claimant of decisions affecting payment amount or cessation of payments. notices; 6) Verify the system produces the standard notices.
1 s lect clai fi ing; 2 s lect acti to add custom text to the notices ft h standard type; 3 t
The benefit system must allow the user to add custom text for each standard ) Create or select ¢ aim(s) for processing; 2) .Crea e or select action(s) to adv custom text to the notices for each standard type; ) Create or
16.03.06 select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the notices; 6) Verify the system produces
correspondence type. .
the standard notices.
. 1 1 lect returned fi ing; 2 t lect direct input acti t turned d i
The benefit system must allow the user to record that the U.S. Postal Service has ) Create or select returne .correspondence(s) or processing; ) Create or select direc input ac ion(s) to record returne correspondence in
16.03.07 the benefit system as undeliverable by the U.S. Postal service; 3) Create or select transaction(s) to process the selected action(s); 4) Process

returned correspondence as undeliverable.

the transaction(s); 5) Verify the system allows direct input of returned correspondence as undeliverable.

4: Quality Assurance and Maintenance

The benefit system must provide capabilities to select benefit claims based on agency
program evaluation criteria (such as attainment of certain dollar thresholds -

1) Create and claims for processing, if necessary; 2) Create or select action(s) to select claims based on agency program evaluation criteria; 3)

16.04.01 . . . Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the report/query; 6) Verify the
cumulative and per payment, excessive length of benefit payment life) for subsequent . .
review report/query shows the system produces the appropriate claims.
1) Create or select master record(s) for processing; 2) Create or select action(s) to process claimant information data for several different
The benefit system must provide the ability to monitor and update a claimant's types of claims with an existing master record that have changes in circumstances affecting the claimant's eligibility and/or amount of payment;
16.04.02 master records to reflect changes in circumstances affecting a claimant's eligibility or [See also 16.02.12 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query on the claims; 6)

the amount of payment.

Verify the report/query shows the system automatically monitored and updated the master record to reflect the change to the claimant's
eligibility and/or amount of payment.
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The benefit system must provide capabilities to capture properly reported matters
such as:

-death

-change in amount of earned/unearned income

-change of residence

-marriage, divorce, or separation

For example, death
information could be

1) Create or select evidence of the reported changes given in the FFMR requirement; 2) Create or select action(s) to make the reported changes;

16.04.03 -absence from the U.S. provided by returned check, |3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
-change in disability condition funeral home notification, |report/query shows the system captures the changes.
-eligibility for other benefits and next of kin.
-changes in net worth/resources of claimant
-change in school attendance
-change in composition of household
-change in citizenship or alien status.
The benefit system must provide for the recording of notes or comments by customer 1) Create or select claim(s) for processing; 2) Create or select action(s) to record notes or actions, and create a history file, by customer
16.04.04 service representatives and associate with the claimant's master record, and maintain service representatives; 3) Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce the
a history of notes taken. notices; 6) Verify the report shows the system produces the notes or actions and maintains the notes or claims in a history file.
The benefit system must provide capabilities to record the method used to . 1) Execute scenario 16.04.03 with a claimant's death; 2) Create or select action(s) to input the method used to verify the claimant's death; 3)
. . . . Execute scenario 16.04.03 . . . .
16.04.05 independently verify the death of a claimant before terminating benefits (phone with this FFMR Create or select transaction(s) to process the selected action(s); 4) Process the transaction(s); 5) Produce a report/query; 6) Verify the
contact, signature verification, or personal contact with next of kin). report/query shows the system recorded the method input.
1) Create or select disability claim(s) for processing; 2) Determine and establish a periodic review schedule; 3) Create or select action(s) to
access the master records and perform a disability review; 4) Create or select transaction(s) to process the selected action(s); 5) Process the
. .. L - transaction(s); 6) Verify the scheduled disability reviews and dates are present; 7) Create or select action(s) to advance the system clock; 8
The benefit system must provide the ability to maintain a schedule of continuing (s); 6) Y Y . P ) . s) Y . )
s : . L . . Create or select transaction(s) to process the selected action(s); 9) Process the transaction(s); 10) Produce a report/query of the notices; 11)
16.04.06 disability reviews (when applicable) at the individual claim holder level, and maintain| . . . . .
the status of the schedule within the claimants master record Verify the report/query shows the system produce the notification of scheduled reviews; 12) Create or select action(s) to update the records to
¢ status of the schedule e ster record. indicate the review was performed; 13) Create or select transaction(s) to process the selected action(s); 14) Process the transaction(s); 15)
Create or select transaction(s) to access the master records; 16) Process the transaction(s); 17) Verify the scheduled review dates are
updated.
1) Create or select claimant information data for processing; 2) Create or select action(s) to process different types of claims that have
. s . changes affecting the claimant's level of benefits; 3) Create or select transaction(s) to process the selected change action(s); 4) Process the
The benefit system must provide capabilities to track the status of appeal proceedings . . . . . .
16.04.07 when a chanee is made affecting a current claimant's level of benefits transaction(s); 5) Create or select action(s) to process various appeal proceedings to different stages; 6) Create or select transaction(s) to
g g ' process the selected action(s); 7) Process the transaction(s); 8) Produce records/reports/queries on the claims; 9) Verify the
records/reports/queries show the system has correctly tracked the status of the appeals.
. N 1 £ lect clai t tl iving benefits; 2) Create or select action(s) to process the reason and date of the termination of
The benefit system must provide features to record termination of benefit payment ) Create or select claiman (s.) currently receving benetis, ) .( )top .
. . . . . different types of benefits being received by claimant(s); 3) Create or select transaction(s) to process the selected action(s); 4) Process the
16.04.08 including: - event/reason for termination (e.g., death, increase in income) - date of

event (thus effective date of benefit cessation)

transaction(s); 5) Produce the report/query; 6) Verify the report/query shows the system has correctly recorded the reason and date of
termination (and any other required information).
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